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Photograph taken in the great Jordan Marsh 
Company store, which, like hundreds of 
other department stores, uses Moore Busi- 
ness Forms by the millions. Shown below is 
@ Moore Sales Book, which rules out all 
waste motion and gives all copies needed. 


Moore also makes Speedisets; Continuous 
Forms; Fanfold Forms; Moore Registers and 
Flatpakit Forms; Marginal Punched Forms, 


And to keep things moving at a profit, 
the department store must hold operat- 
ing costs low. Here, Moore Business 
Forms, Inc., steps in, to help slash 
those costs to the bone. 

Every year Moore’s cost-cutting busi- 
ness forms save thousands of hours of 
office work for businesses of every 
kind and size. Merchant, manufacturer, 
jobber, wholesaler—all fight ever-rising 
ofice overhead with multi-copy forms 
engineered by Moore for speed. 

The Jordan Marsh Company, New 


NY 


in the big stor 


% , they ke 
things moving 


England’s largest store, has been usiti 
Moore business forms for over 
years. This modern, busy store elimi: 
nates wasteful copying — and gua: 
accuracy—with a sales book that gi 
four copies in one writing. Belk Brot 
ers Co., in Charlotte, N. C., along with 
260 other Belk’s Department Stor 
control operations by using 30 differe: 
Moore forms for speed and econo 


Let a Moore specialist show you ho 
even the smallest business can si 
Call your local Moore office today. 


~. MOORE BUSINESS FORMS, ING 


Factories in Niagara Falls, Elmira, N. Y.; Minneapolis, Minn.; Denton, Texas; Los Angeles, Emeryulle, Call 


Sales Offices in over 200 cities from coast to coast, also factories and sales offices across ¢ 
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3 Mig THE OUTSTANDING 
ti characteristic of the 
= new AUDOGRAPH is 

that it helps you do more 
— pork and better work, without con- 
or over © fas effort on your part. It literally 
store elit Vplaces a world of accomplishment 
aod 2 ngercip.” 

Belk But: [Ne AuDoGRAPH starts, stops, 
., along wit fords, plays back by simple electric 
ee touch” control. It also permits you 
pene indicate corrections, as well as the 

guning and end of your dictation, 
tough the patented Electromatic 
hier, by a touch of your fin ger. This pre- 
rely synchronized index also regis- 


show you how 
ss can gave. 
fice today. 


5 ING. 


Emeryville, CH 
s across Canati 


A World of Accomplishment at 


ters the length of your messages — 
a very welcome aid to efficient trans- 
cription, as any good secretary will 
tell you. 

The new AauDOGRAPH occupies 
scarcely more space on your desk 
than the standard size letterhead. It 
is light, portable, so sturdy you can 
use it while traveling by train, 
plane, or even in your own car. 
The new AUDOGRAPH 
gives you recordings 
on paper-thin viny- 
lite Flexograph 
discs that can be 
transcribed, mailed 


Name & TITLE 


Your Fingertip 


46 : 
THE BRAY MANUFACTURING COMPANY 


W. E. DITMARS, Pres. @ 230 PARK AVE., N. Y. 


Originators of the Pay Station Telephone and 
Makers of Communications Equipment since 1891 


YORAPH 


— ~ p 
ae ee 


like a letter or filed with consider- 
able space-economy. In fact the new 
AUDOGRAPH represents such an 
ideal combination of many features 
for achieving the best results in 
soundwriting, it will pay you to 
know more before deciding on any 
dictation system. Have your secretary 
send in the coupon 
for free booklet now! 
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Business Appress 
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Setting higher standards of typing performance 


The Remington Typewriter with Keyboard Margin Control* and its time and energy saving features 
is the delight of the typist. It allows her to turn out more work, better work, 
with a smaller expenditure of work-effort and time. With Keyboard Margin Control. 
the latest exclusive Remington Rand feature. the typist sets margins with on-the-dot accuracy — 
with the merest flick of her fingers. And the swift. easy action of the Remington KMC 
invites her flying fingers to flow smoothly over the keyboard, The letters 
you sign and the executive reports you see are produced with effortless ease 
and perfection. There's no reason to be satisfied with anything but 
the best... work done on a Remington KMC typewriter. 
Call your nearby Remington Rand representative. 
Let him show you 


all the Remington KMC Plus Values . . . 


the Plus Values that set higher standards 
\ of typing performance 


o- —at the lowest net cost. 


THE FIRST NAME 


% 


REMINGTON nano 


SSO 


only the Remington KMC gives you all 8 of these 


& 


ic 
| . 


No Smudged Fingers! Extra Writing Capacity! Lower Upkeep! Exclusive Easier to Clean! Removable More Typing, Less Tiring! One-third More Ribbon 
Keys jommed through a mis- Exclusive Longer Writing Line Unit Construction speeds peri- Platen lifts out quickly, easily, Typists welcome the Silent Coverage with exclusive 
stroke releosed instantly with often eliminates the need for a odic check-ups; makes part for daity cleaning. Corriage Return—it floats back — 4-position Ribbon Control. Hos 
‘exclusive Key Trip. wider carrioge machine. replocement easier. ; et a teuch! adjustment for stencil-cutting. 


IN TYPEWRITER 


plus values 


v 


No Ruined Manicures! 
Ring-free, giore-tree, Al 
Plostic Keys are easy 00 1 
fingers, save time and fempe 


Inc., at New York, N. Y Business, Editorial offices, Circulation and Production Department, 260 Fifth Ave., New York. 
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TWO concrete reasons why you should have 


A-S-E equipment. The completeness and flexi- 
bility of the line assures one dependable source 
for office furniture. Years of A-S-E manu- 
facturing and engineering experience pro- 
duce steel furniture that is built right. At- 
tractively designed to offer the utmost in 
service and satisfaction. 


“xk & 


A-S-E STEEL FURNITURE FOR MANY USES 
STEEL OFFICE FURNITURE + WARDROBE, STORAGE, AND 
COMBINATION CABINETS + CLOTHING LOCKERS - 
FROZ-N-FOOD LOCKERS + INDUSTRIAL EQUIPMENT FOR 
FASTER MATERIALS HANDLING + ELECTRICAL OUTLET AND 
SWITCH BOXES 


ALL-STEEL EQUIPMENT INC. 


300 Cleveland Avenue, Aurora, Illinois 


wd 
ret 
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fol 
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New satin chrome hard- 
ware smartly designed 
—gives this complete 
filing cabinet line added 
customer appeal. 
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If you want a decision, 
speak to the top man! 


Get your message about office equipment and 
supplies straight to the top man — through the 
pages of OFFICE MANAGEMENT AND 
EQUIPMENT. 


For OFFICE MANAGEMENT AND EQUIP. 
MENT is the only magazine edited exclusively 
for top ofice management executives: treasurers, 
comptrollers, office managers, purchasing agents. 
They’re the men who make the final decisions 
about purchasing your product. 


Write for Market Information and copy of 
Audit Bureau of Circulations’ Report. 


Any 


ters 


OFFICE MANAGEMENT 


and EQUIPMENT 


Speaks to the Top Men Who Decide the Purchase of Office Equipment 
260 FIFTH AVENUE NEW YORK 1,N.Y. 


GEYER PUBLICATIONS~—also publishers of GEYER’S TOPICS, 
THE GIFT and ART BUYER, SPORTS AGE and ‘RADE DIRECTORIES 
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f ony years of experience — hundreds 


imme a 


eS 


‘, eo ae \ of ” ° “ 
=— STEN — ron watch tests with the “Y 
aan Te and E” Direct Name System prove that 


\{ 

| 

UR AtAr 
if 


this is the simplest, fastest system you 
can use. 


Have your “Y and E” dealer 
show you how filling can be 
made simple, fast and eco- 

nomical with the “Y and E” 


Direct Name System. 


WRITE US TODAY FOR COM- 
PLETE DETAILS AND NAME OF 
YOUR NEAREST DEALER. 


|. You open the drawer. Your eyes seek the center ‘. You find the folder you are seeking 
and there, a row of alphabetic guides stare up at under the name you have in mind. 
you. You can instantly locate the desired subdivision. It is natural, simple and effortless. 


+. Miscellaneous folders Individual name and miscellaneous folders are atso 
contain small accounts. numbered to permit returning folders to the file by 
number. This is also a check against misfiling. Fur- 
nished in sets of 25 to 10,000 or more subdivisions. 


“YAWMAN «0 FRBE MEFG.©. +1045 Jay Street, Rochester 3, N.Y. 


“The Franchise that Means Quality Merchandise” 
cc ae Consult Your Local Classified Telephone Directory tor Your Nearest (QR, “Representative 
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Jeff: Smooth is right. 


Jim: What a difference good-looking new 
wood furniture makes. Why those old 
desks and chairs made the firm look out- 
moded. And this new equipment really 
makes a fine appearance. 


left: Terrific! original investment on our old furniture 
long ago. It was about time for a little 
k Jim: But did I have a time convincing the office improvement, don’t you think. 

Old Man we should have wood for every- 

body. He thought it ought to be restricted Jeff: You said it. 


to the erecutive offices. I explained to him 
that it makes all the difference in the world 
to the fellows and girls what they have to 
work with... 


Jim: The Boss thought woed would be more 
expensive. But I was ready for him on 
that, too. Showed him how we could select 
the exactly right desk and chair for every 
Jeff: Uhhuh. job and every office. And wood costs no 


more. 
Jim: He brought up the cost angle of course. 


But I was loaded for him. Showed him Jeff: What wood? 


how we’d written off depreciation and Jim: Hey, you haven’t heard a word I said! 


PS. Jeff’s inattention does seem exrcus- 
able. But employee-wise, cost-conscious 
office equipment buyers, listen! Wood 
costs no more ... makes the best impres- 
sion... tones up the office and the office 
morale. See your dealer! 


: ’ bod OFFICE FURNITURE J/nstitute 


America’s progressive manufacturers of commer- 
cial desks and chairs . . . cooperating in product 
research and product improvement ... in the 
interest of greater office comfort, beauty, morale. 0 


Look for this symbol of quality and craftsmanship. 
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CARBON PAPER 


that's why good typists 


choose 


KEEN-RITE 


and 
SUPER-TREATED 


Both the popularly priced 
KEEN-RITE and the de luxe 
SUPER-TREATED brand are 
made by a special process 

to prevent curling and smudging. Every typist can now 
: get clearer, cleaner copies along with maximum wear. No 
more unsightly erasures and no more soiled hands from 


handling. 
v 
The famous patented "Carbon Gripper" ba) 
in every box of Codo Super-Treated, = 
Super Kote and Keen Rite. SS 
S 


529 South Franklin, St., 
Chicago 


Factory: Cortiapelie Pa. 
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We welcome letters from oe on any 
of office management. Opinions fat 
not necessarily those held by this magazine. 


A good suggestion 
Editor, 
OrFiceE MANAGEMENT & EQUIPMENT: 
It would be difficult to estimate the volume of first, ». 
ond, and third-class mail received daily by companies x; 
institutions all over the country which is 


a. inaccurately addressed 
addressed to persons now deceased 

c. addressed to persons in specific departments who, }. 
cause of transfer, no longer serve in the departme; 
to which mail is sent. 

d. addressed to persons who have left the company 

e. addressed to several persons in one organization whe: 
one copy would be sufficient. 

f. addressed to persons who promptly throw the materi 
into the wastebasket. 


I am referring specifically to advertising material, goven. 
ment bulletins, magazine subscriptions, and supply catalog 

Companies not having a central department, such a: 
library, through which to channel all incoming prinis 
matter, would be wise to appoint an employee to check fr 
wrongly addressed mail and for duplications. If the m- 
terial thus received were returned to the sender with a bri 
note requesting that the stencil be changed or destroyed 
it would result in a tremendous saving of postage and lis 
time for the sender as well as a great saving of time a! 
confusion for the companies receiving the material. 

VIRGINIA GRANT, 
Fremont, Mich. 


What the visitor sees 
Editor, 


Orrice MANAGEMENT & EQUIPMENT: 

You can tell Mr. Murphy of New York, who wrote th 
second letter on page 12 of the February issue of Om 
MANAGEMENT & EQUIPMENT, that all he has to do to find 
least one of the answers to his suggestion about beautifyix 
the part of the desk the visitor sees is to turn the page al 
see the Butler Convertible February ad. 

- W. E. Tarr, 
General Office Manage 
Studebaker Corporatio, 
South Bend, Ind. 


Society for Destruction of Damaged Clips 
Editor, 


Orrice MANAGEMENT & EQUIPMENT: 


I suppose there are more important problems of the offic 
than the widespread prevalence of defective paper clips, be 
I'll bet there are none which cause more day in and day 
annoyance. 

Now that the war and its often misguided economies a 
several years in the past, what is the sense of keeping at 
broken-down paper clips in use? If everybody who om 
across one of them would pitch it at once into the 
basket the office would soon be a happier place to wotk 
But some ingrained penny-pincher is always putting use! 
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h b ‘ | 
ow fo earn fNe boss praise... i 
ae. (¢. A 2 Se eT f) 
ae s Rtn. 7 
‘BE SURE YOUR PACKAGES, SAYS TEX A LETTER TO YOUR BOSS IS TORN ? BS 
"ARE SEALED UP SAFE AND TIGHT. YOU THINK THAT YOU'RE "iN DUTCH”? F 
AN INCH OR TWO OF WELL, MEND IT QUICK WITH 
WILL REALLY FIX THEM RIGHT /” THAT STICKS WITH JUST A TOUCH. 


ee ! 


YES, YOU AND TE BOTH WILL EARN 
THE BOSS’ WARMEST PRAISE. 
SO STICK WITH FROM NOW ON 


YOU'LL FINO IT REALLY PAYS / J 


ITS GRAND FOR EDGING SAMPLE BOOKS 
ANO KEEPING THEM IN SHAPE. 

AND FOR A CHART THATS NEAT AND SMART, 
USE COLORED 


OLTC. 1948° 


WM Ms CELLOPHANE TAPE © 4 
5 > STICKS WITH A TOUCH 


INDUSTRIAL TAPE CORPORATION - NEW BRUNSWICK, N. J. 
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.-. the Sengbusch HP- Handi-pen has, the utility 
and appearance that please both hard-boiled 
office managers and demanding executives. 


It appeals to busy executives—Smart and dignified HP-6 
Handi-pens make a big impression on all who see them. 
In addition to good looks, they offer smooth, efficient 
instantaneous writing service. 


Ideal for the entire office forcee—These efficient desk 
sets, with their effortless writing, save time and eliminate 
disturbing annoyances such as constant refilling, clogging, 
flooding. They are reasonably priced and find a sizeable 
market among quantity buyers. 


Has famous “Capillary Action” inking principle—The 
HP-6 holds 6-months’ supply of ink. Thanks to the 
scientific Sengbusch method of inking, there is no ink 
deterioration or waste; the last drop of ‘ink in the con- 
tainer is as fresh as the first. 


For increased efficiency in your office, standardize on 
Sengbusch Handi-pen—the writing champion. Place your 
orders now. Write for circular P-47. 


Sengbusch Self-Closing Inkstand Co. 


138 Sengbusch Building Milwaukee 3, Wisconsin 


Plastic bases in 
black, copper, 
or gun metal, 

Deluxe walnut 
bases, trimmed 
in gold er sitver, | 
with copper ar — 
- gbametal HP-6 
So SO, i 
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paper clips back into circulation regardless of their c ndition, 
so that you may have to dip into the clip tray three or four 
times before you come up with one that 


is not bent qr 
twisted. 


I refuse to struggle to put a rundown clip into shape. New 
clips are cheap enough so that every desk can be supplied 
with them. They can be used many times,. further cutting 
the cost so that even the most miserly office manager can't 
kick. But the minute a clip ceases to be perfect, it becomes 
a nuisance and should be junked. 

If there’s such a thing as a Society for the Destruction of 
Damaged Clips, put me down for a sustaining life member. 
ship. 

Georce L. Warrers 
New York 


Danger in glamour 
Editor, 


Orrice MANAGEMENT & EQUIPMENT: 


I seriously question the trend in some quarters to pretty 
up the office, as exemplified in your article in the February 
issue, “Glamour in Office Decoration,” telling of the execy- 
tive offices of Dorsa Dresses in St. Louis. 

It seems to me that there is danger of our losing sight of 
the primary fact that an office is a work place, in just the 
same way that a factory is. Efficiency in getting a job done 
is the main consideration, and not the building of a layout 
that makes visitors think they are in Hollywood. I am not 
saying an office cannot be efficient and attractive at the same 
time, but I do think that nowadays we put too much em- 
phasis on the attractiveness. 

I grant you that executive offices should have a certain 
leeway in the matter of decoration, as compared with gen- 
eral office space, but they should not get too fancy. Or am1 
just an old fogey? Georce STRINGHAM, 

Chicago 


For Accountants and Auditors 

The Todd Co., Inc., Rochester, N. Y., will send free of 
charge to accountants and auditors the new Payroll Tax 
Liability Accrual Summary and Workmen’s Compensation 
Insurance Summary work sheets recently designed and now 
being produced by the company. 

Filling a need which has existed ever since the passage of 
state unemployment, withholding tax and social security 
legislation, and solving problems created by the accounting 
complexities of workmen’s compensation, the new forms, says 
the company, will save hours of work for accountants and 
auditors and enable them to make sizeable savings for their 
clients or employers in computing compensation insurance 
premiums. 

On the new Payroll Tax Accrual form, totals will be posted 
weekly from the payroll summary, and accountants will thus 
be able to prepare and prove payroll tax figures more 
quickly, easily and accurately than has ever before been pos- 
sible, Todd says. Employers or clients can readily ascertain 
their true cash positions by simply referring to the accrued 
tax obligation figure as well as to their bank balances. 

The Workmen’s Compensation form includes columns for 
six different premium classification rates, an important factor 
since compensation insurance rates vary widely for different 
classifications. A chauffeur’s rate, for example, is approxi- 
mately 30 times as costly to the employer as that of an office 
worker. Unless the employer breaks down his payroll by 
classifications, however, insuranc? companies have the right 
to charge the rate governing the highest classification. 

Both summaries are one-page forms, with space for 26 pay- 
roll period entries on each side of the sheet. They are de- 
signed so they can be used independently or with the Todd 
Form-Master payroll system. They were designed during 
nearly a year’s research, which included checking with ac- 
countants from every region of the country. 
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Ylional Mechanized Accounting 
cuts | 


costs = 
up To. 


Hotels... department stores... banks... businesses of every type — all report 


“ings in this range after mechanizing their accounting with National ‘ 
Accounting Machines. These savings often paid for the whole installation 
ne first year—and then ran on indefinitely! Some of these concerns were 


“g¢—some employed only 50... . Could you cut costs correspondingly? CASH REGISTERS « ADDING MACHINES 
4k your local National representative to check your present set-up, and ACCOUNTING MACHINES 
*port to you fully and specifically. There is no cost or obligation of any kind. i «tel 


THE NATIONAL CASH REGISTER COMPANY « DAYTON 9, OHIG 
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Trained eyes and hands have an ally 
in the Dazor Floating Lamp, whether 
they’re teamed in the accounting de- 
partment, at a high-speed machine or 
across an executive desk. By floating 
the light to the best position for see- 
ing, the user completely controls in- 
tensity and position. And a finger-tip 
touch changes either, each time the 
job requirements change. 

If you are accustomed to stationary 
lighting,”or a lamp of restricted 
motion, the free movement of light 
in all planes will intrigue you. Dazor 
alone has the patented Floating Arm 
and its device for holding the re- 
flector firmly, without locking or 
manual tightening. 


But more important than the how 


PAzorR FLOATING LAMpPs 


FLUORESCENT 
14 


and 


2 Pm 


is the why of Dazor illumination. 
Employees who enjoy this comfort- 
able, glareless lighting see fine de- 
tails more clearly on machining, 
assembly, inspection, drafting and 
other exacting operations. As errors 
and hazards decline, there is a rise 
in morale. Special skills come to the 
front and productivity shows a gain. 


Phone Your Dazor Distributor for 


typical applications by other users 


or an on-the-spot demonstration. 
For the name of this nearby lighting 
authority, if unknown to you, write 
to Dazor Manufacturing Corp., 
4481-87 Duncan Ave., St. Louis 10, 
Mo. In Canada address inquiries to 
Amalgamated Electric Corporation 
Limited, Toronto 6, Ontario. 
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PRODUCTIVE 
LIGHTING 


Controlled 


BY EACH USER 
eee FOR EACH 
OCCASION 


MAOVES FREELY INTO ANY POSITION 
AND STAYS PUT — WITHOUT LOCKING 


CHOICE OF 4 BASES ~ 
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UNIVERSAL BRACKET 
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Improved 
roductivity “ 


ual 


OUR secretary sits in a chair nearly 2,000 
hours a year. Isnt it good sense and good 
business to make sure that her chair is comfortable, 
to reduce fatigue and improve her productivity? 


Look at this Goodform Aluminum Chair No. 
2123. Five adjustments permit it to be fitted to any 
individual, and thus provide good seated posture 
and practical working comfort. It is specifically 
designed for use by secretaries, stenographers, typ- 


ists and machine operators. 
Chair shown is Goodform No. 2123 : ‘ _ 
Goodform Aluminum Chairs have welded joints. 


They will not split, splinter, or develop rough 


GOODFORM ~~ edges to tear hosiery and clothing. Foam rubber 
e cushioning over a shaped seat and back bring a 
Adjustable new sense of seated comfort. The sparkling anodic 


ALUMINUM CHAIRS finish of natural aluminum retains its new appear- 


ance throughout the years. There is no paint to 


==G = scratch, mar or chip. 
10 SITION A No. 2123 is the finest stenographic chair on the 
‘ 

LOCKING product of THE GENERAL market. It will last a business lifetime. It is an invest- 
ses FIREPROOFING COMPANY ment in good office seating. Greater working com- 

423 East Dennick Ave. fort with Goodform means improved productivity. 

YOUNGSTOWN 1, OHIO 
: 


PEDESTAL 


OODFORM ALUMINUM CHAIRS « METAL DESKS e METAL FILING CABINETS « STEEL SHELVING e STEEL STORAGE CABINETS 
arch, Meroreh. 1948 OFFICE MANAGEMENT AND EQUIPMENT 
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Laugh at Miss W., but avoid serious of- zation. Chances are, he can suggest a 
fice boners. Letting your stockroom get timely reminder for reordering office 
out of hand, for instance. Ask Your Sta- supplies, too. These are typical of the 
tioner for tips on stockroom reorgani- many services Your Stationer can render, 


ood man “ 
A a know better 


TRADE MARKS REG. U. S. PAT. OFF 


Sponsored hy Ne 


) EBERHARD FABER PENCIL COMPANY 


: 
i 
( ay | 
j i> \ Leadership in Fine Writing Materials —Office Pencils, Drawing Pencils, Drafting Pencils, Colored 
\ ~~ Pencils, Ink Pencils, Hectograph Pencils, Pencil Evasers, Ink Evasers, Typewriter Erasers, Business 

— . Machine Erasers, Fountain Pens, Mechanical Pencils, Rell Leads, Rubber ) 


te, \ Bands, Marking Crayons, Compasses, Stamp Pads & inks, Type Cleaners. 
(CY) 
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Freedom for Women 


* JUST ABOUT the time that women’s organizations all over 
the United States were selecting their representatives for a 
meeting in Washington to mark the centennial of the first 
Women’s Rights Convention, New York subway riders were 
introduced to the young lady pictured above, Miss Marie Mc- 
Nally, a stenographer for Shell Oil Co., Inc., latest of the “Miss 
Subways” whose portraits and capsule biographies, featured 
on 9,000 car cards, help New Yorkers forget the discomfort 
of their daily travel. 

The Women’s Rights Convention of 1948 was a gesture of 
violent protest against man’s traditional domination over 
woman, including his belief that woman’s place was emphati- 
cally in the home. Today, as speakers in the recent commemo- 
rative meeting in Washington pointed out triumphantly, it 
would be hard to find a once exclusively masculine field where 
woman is not at home! 

We think that those in charge of the Washington meeting 
missed the bus—or should it be the subway ?—in not seizing 
upon Marie McNally as symbolic not only of modern, glamor- 
ous, undominated woman as such but also of the line of work 
which more than any other has helped write a Declaration of 
Independence for American womanhood. 

It was office work which gave women one of their first 
opportunities and, as it has proved, their greatest opportunity 
to take their place in the world of affairs on a plane of equality 
with men. 
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The New Security 


(ovarian Chairs\| 


in Litetone 


For executive comfort and appearance, Security gives you 
CresTiine Chairs in Litetone .. . covered in a wide choice of 
fabrics, leather or leatherette or in beautiful combinations. 
There are these pieces and many others to round out the per- 


fect office . . . a Security CrEsTLINE installation. 


You can receive all the facts by writing for a Crestiine Chair folder. 


SECURITY STEEL EQUIPMENT CORPORATION, AVENEL, NEW JERSEY 
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%® RESULTS of a two-year test to get measure- 

ments of increased production in a Government 
office where conditions of light, color, and work 
generally were improved under scientific controls 
have been completed and is summarized in a re- 
port, “The Influence of Lighting, Eyesight, and 
Environment Upon Work Production,” published 
by the Public Buildings Administration, Federal 
Works Agency, Washington. 


folder. 


Close-up of operator at 
Machine; final condi- 
~ of lighting, paint- 
9, machines, desks, 
_ and floor covering. 


ch, 1948 March, 1948 


ABOVE: Testing eyesight of worker, 
card-punch room, Bureau of Internal 
Revenue. 


LEFT: Close-up of operator at ma- 
chine; original conditions of lighting 
and painting. 


LIGHT, EYESIGHT, ENVIRONMENT 


and their influence on production 


The experiments were made jointly by scientists 
and engineers of the Public Buildings Administra- 
tion of the Federal Works Agency and the U. 8. 
Public Health Service, with the cooperation of the 
Bureau of Internal Revenue, the National Associa- 
tion for the Prevention of Blindness, and the Na- 
tional Bureau of Standards. 

The experimenters noted that the card-punch 
room at the Bureau of Internal Revenue, where 
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Original conditions, card-punch room, Bureau of Internal Revenue. 


statistical data are compiled from income tax re- 
turns, was a prime example of soiled and dingy 
painting and inadequate lighting. It became the 
guinea pig for the experiment. About 100 young 
women participated. 

PBA installed the new lighting system and 
brightened the ceiling, walls, floors, desk tops and 
card-punch machines; the Public Health Service 
analyzed and interpreted the statistics and pro- 
vided eye examinations for the workers; the Bu- 
reau of Internal Revenue kept before-and-after 
records of the cards punched and of absenteeism, 
the National Association for the Prevention of 
Blindness supplied eye glasses, and the Bureau of 
Standards furnished measurements of brightness 
of lighting under the old and new conditions and 
gave other technical assistance. 

In the preface to the report, W. E. Reynolds, 
Commissioner of Public Buildings, says: 


“The primary purpose of this study was to find 
out what happened to the production, welfare, and 
morale, of a group of office employees when their 
working conditions were improved so they could 
see better. Additional objectives were to get en- 
gineering data needed for any future program for 
improving Government offices, and to get statis- 
tics and other facts that would be useful to indus- 
trial management, when they are deciding to un- 
dertake a program for improved environment in 
which their employees work.” 
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The study proved that the production of work 
ers in the card-punch operation chosen as the | 
guinea pig for the experiment rose very sharply 
under the improved environmental conditions. T 

This experiment is considered to have great in- sla 
portance from the viewpoint of private industry” ligh 
and also from the viewpoint of the worker. The’ the 
office or plant trial manager, who is trying to ge” ae 
greater production at less cost, will of course b _ " 
interested in the findings, and the worker nat 
urally is interested in getting a better envit0l | yp: 
ment in which to do his or her job. on 

In successive stages, the lighting was moder | d 
ized, then the walls and ceiling were cleaned ani don 
painted, and lastly the floor and the desks were | 
made light in tone. The tabulating machines wert f 
changed from black to a light grayish-green, 9 apes 
that there should be gocd reflection of light of 3, 
throughout the room. W 

The eyesight of all the workers was tested ani) ducti 
corrective eyeglasses were furnished to all wh eae 
needed them. Careful measurements were matt sem 
before and after all of these steps were taken. Prt aad 
duction records of the workers in the card-punth the ¢ 
room were kept daily by the Bureau of Intern lone 
Revenue and turned over to the Public Health Ser- chang 
vice technicians for analysis and interpretation. on 

As printed, the joint revort includes an int? fin ng, 
ductory explanation of the experiment, followel | of th 
by a detailed report of the Public Buildings At turns 
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Final conditions. New lighting and painting, light-colored machines, desks, and floor covering 


: work | ministration’s share in the project, and lastly, the 
as tht) analysis made by the United States Public Health 
sharply | Service. 


mee The report contains charts and tabulations ex- 
re | Dlaining the basis for the selection of the new 
: us'y | lighting fixtures, with foot candle charts showing 


4 the lighting intensity under the successive condi- 
g to get) tions of old and new lighting, plus the reflecting 
urse DF aid given by the newly finished and repainted sur- 
wad ™ jfaces in the room. Another chart sets forth the 
sameesd /apparent reflectances of the various colors chosen. 


There is also a statement of the costs of the 
moder! | _ : , ‘ : . 

rp study, exclusive of engineering services. This 
were COWS that the total cost of the new installation 
a ial of lighting fixtures and painting and refinishing of 
ast furniture and machines amount to $6,497.78, for 
- ig a room that has a ceiling 16 feet high and a total 
G ‘lof 3,735 square feet of floor area. 


ated a While the experiment definitely proved that pro- 
“all who (euction was increased under the better environ- 

mental conditions, an exact mathematical meas- 
urement of the increase in production was pre- 
vented by the fact that during the second year of 
atersl the experimental period the nature of the work 
alth Se done by the girls in the card-punch room was 
puree changed. In the second year, the work was much 
rs more difficult because instead of straight tabulat- 
an ne? ing, the workers were required to make an audit 
follow “at the business information on the income tax re- 
lings 4° turns with which they were working before they 


porch, iMocn ro94g 


sre matt 
ken. Pro 
rd-punch 


began to punch the cards. This audit involved an 
° analysis of the figures entered on his return by 
the taxpayer. Naturally, this preliminary study 
and analysis of the return slowed up the actual 


@ IS WORKER MORALE definitely im- 
proved by better lighting, proper use 
of colors in the environment, and correct 
glasses when needed? Do the workers 
produce more under these favorable 
conditions? If so, are the increased pro- 
duction and better morale valuable 
enough to offset the cost of providing 
these better conditions? The Federal 
Government, after a two-year study, 
has come up with some of the answers. 


production of cards, in comparison with the pro- 
duction of cards during the previous year when 
there was straight tabulating. 

In spite of the greatly increased difficulty of the 
job in the second year, there was an actual in- 
crease of 5.5 per cent in the total number of cards 
produced. Had the tasks remained identical in 
both years, it would seem fair to estimate that the 
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UPPER PICTURE: Close-up of machine, desk, and floor 


covering; original conditions. 


LOWER PICTURE: Close-up of machine, desk, and floor 


covering; final conditions. 


actual increase would have been in the neighbor. 
hood of 20 to 25 per cent under the improved ep. 
vironmental conditions. 


difficult during the second year, a striking increase 
of 37.4 per cent was made. 


The human factors 


Following the report by the Public Building; 


Administration is an analysis of the human fg. | 


tors and a statistical study made by the Industria] 
Hygiene Division of the U. 8. Public Health Ser. 
vice. In this section, there is comment on the re. 
sults of the eye examination and new eyeglasses 
supplied to the workers; a measurement of pro. 
duction of all of the workers and also of the work 
ers who were present during both years; some 
comments on the percentage of errors during the 
two years, the amount of leave requested, and 
other contributing factors to the study. This sec- 
tion also includes a statement of results from a 
questionnaire given to all the girls in the room, 
revealing a sharp upturn in morale, with more 
than 95 per cent approving the change in lighting 


and 93 per cent approving the change in the color — 


of the walls. 
The report by the Industrial Hygiene Divi- 


sion of the Public Health Service ends with this - 


conclusion: 


“It would seem that the visual improvement pro- | 


gram was a factor that contributed towards in- 
creased production and well-being. It is regretted 


that the changes in difficulty of tax returns A, B, - 
C, D, and E could not be measured in figures, 80 © 


that the changes in production of cards in 1946 
could have been adjusted accordingly. It is hoped 
that similar studies will be performed in the fv- 
ture which will add further quantitative knowl 
edge on the important relation of visual improve 
ment to productivity and well-being.” 
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«alate ntants: 


In fact, on one of the | 
income tax returns that was only slightly mor . 
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ings 
fac. | 
trial j 
a Weston's new Engineering Administration Building q 
Asses | 
oth Built-In Flexibili | 
ok Ullf-In FlexIbDIlity 
some 
g the By Irene A. Judson 
- and With Weston Electrical Instrument Corporation, Newark, N. J. 
S set: | 
oma = y UNIQUE FEATURES mark the recently com- matically developed into well defined section re- a 
room, pleted Engineering Administration Building of quirements. 4 
more the Weston Electrical Instrument Corp., Newark, The shape of the structure was determined 
hting NJ. Not only does it rfeet the firm’s needs to- partly by the shape of the Weston property, the 
colt gay; it anticipates, in the consistent flexibility of plot available on it and its shape, and the other 

is its construction, demands of tomorrow. buildings. Also, there was to be only one elevator 
Divi Primarily, it was erected to effect closer con- for the entire building, so that careful considera- 
h ths | tact of all Weston activities. These had outgrown tion was given to the distances to be walked in 

the plant’s facilities, spreading out over leased order to operate the different ehaapagenae pFop- 

tro quarters a short distance away, and it was de- erly, ‘ = _ oe oe t page) 
ds in- sired to bring them back. Especially was it deemed aa eanties, santa’ Soe Sees eee 


; 6-ft. module throughout. 
retted | important to gather all the engineering groups, 


A,B, both development and research, under one roof in 
res, 80 naturally related positions, one to another, and to 
1 1946 locate them close to associuted administrative of- 
hoped fices and certain other functions. Such re-ar- 
he fu- rangement in a new structure, with consequent 
know! vacating of considerable space on the home 
prove grounds, would make possible a similar position- 
_ ing of the manufacturing departments also, for 
greater overall efficiency and smooth work flow. 
Conceived thus, for definite space requirements, 
_ the building was virtually designed from within. 
First to be considered were the size and the 
| shape of floor area needed by each individual of- 
| fice and laboratory. 


Next came the grouping of these separate units, 
with regard to their relation to each other, into 
blocks of space. 


» 


Relation of these blocks of space, according to 
\, the work to be performed in them, quite auto- 


| 
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Metal partitions permit easy change of room dimensions 


| Height was influenced by many factors, among 
a4 them the economics of erection. 
.. | The result is a three-wing (for maximum light) 
T-shaped building, three stories high, its north 
ae wing connecting with the former Administration 
a Soe Building now housing the General Accounting Di- 
a | vision (Payroll, Cost, and Tabulating Depart- 
| ments). 

Some forty per cent of its area of 75,000 square 
feet is used by administrative offices, the rest be- 
ing devoted to engineering offices and labora- 
tories. 


ae: 24 


Due to the very nature of engineering, the re. ea 
quirements of its equipment are constantly chang. rec 
ing. This fact has prompted many interesting in- | 
novations in construction. pla 


Some of these have to do with the probable fu 4, 
ture use of the whole building for laboratory pur- 
poses. The services are there now, ready to be 
tapped, even to waste lines and vents which have 
been installed on 18-foot centers from the first 
floor to the roof so that sinks can be connectei! 
wherever needed, at any time that future circum 
stances require these facilities. 


Wall chase runs completely around building, on each floor, carrying electrical and other services. 


Also serves as radiator enclosure. 
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Studies of working spaces brought out the con- 
clusion that the unit of office space—that sufficient 
for a desk and chair—is 6 feet by 6 feet. It was 
also found that the unit of laboratory space, for 
bench and chair, is the same. This led to design- 
ing the building on a 6-foot module throughout. 


For instance, the clear inside width of each 
wing is 48 feet (a multiple of 6). A 6-foot cor- 
ridor runs the entire length of each wing, divid- 
ing the space into 18-foot widths on one side and 
94-foot widths on the other. Both of these dimen- 
sions being multiples of 6, they are sized for most 
economical use either as offices or laboratories, 
and any area desired can be made available in 
multiples of 6 feet. : 

The outer walls are constructed with 3-foot win- 
dows alternating with 3 feet of wall space, the 
latter being provided for the possible future ver- 
tical distribution of services. 

All partitions are of metal panels. These were 
chosen because of the degree of flexibility they 
offer, for they are removable; changing the size 
or shape of a room is a matter of only a few hours’ 
work. Metal was chosen because it is 100 per cent 
recoverable and alterations cauze no dirt at all. 

Floors and ceilings are of concrete, cast in 
place: cast with openings at points throughout 
the building to accommodate pipes, conduits, and 


ducts for every service now supplied or which an 
office or laboratory may need in the future, thus 
precluding any chopping of holes for relocations. 

The building has no basement except for the 
area which houses the heating plant. This plant 
is fully automatic, and heat is brought from it to 
a place in each wing of the second floor just be- 
low the ceiling. From there it is fed up to the 
third and down to the first floors. 


In fact, the second floor ceiling is the center 
for most of the services. All the telephone wires 
are brought there first, to a main distribution box, 
in one huge cable that splits and runs along the 
east and west walls to intermediate distribution 
boxes. From these, smaller cables feed vertically 
to boxes on each floor which are mounted on the 
wall chase, each serving its own area. 

Here, too, is where power is brought in from 
the public utility at 4,400 volts. Three transfor- 
mers of 100 kilowatts each are employed to step 
down this power to 220 and 110 volts. Then, at 
this low potential, it is carried into a 3-phase, 
4-wire bus duct on the ceiling of the second floor 
from which all power requirements for the entire 
building are supplied. This includes the auto- 
matic, self-leveling elevator. Also, it includes the 
currents and potentials in the ingeniously con- 
trived metal wall chase. (Turn to page 58) 


Telephone wires and other electrical services are carried in underfloor ducts, at 6-foot intervals, from wall chase. 
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R. E. Jackson 
Texas State College for Women 


Office Management Regional Meeting 


A. Q. Sartain 
Southern Methodist University 


J. R. Fredenberger 
Stanolind Pipeline Co. 


NOMA’S First for the Southwest 


* A significant milestone was attained in man- 
agement circles in the Southwest February Ist- 
3rd, when the National Office Management Asso- 
ciation held its first Southwestern regional con- 
ference and office equipment exhibit at the Hotel 
Adolphus in Dallas. The conference theme was 
“The Office Is Management.” 

The office equipment exposition, held in the 
Adolphus ballroom, featured 67 booths filled with 
the latest products of 28 manufacturers and re- 
tailers of office equipment. A total of 3,750 people 
attended the exposition. 

The keynote speaker, Dr. R. P. Brecht, of the 
University of Pennsylvania, opened the confer- 
ence sessions with a talk on the conference theme. 
Dr. Brecht pointed out that 

“It is high time that the key role of human na- 
ture be given its strategic significance in our un- 
derstanding of management,” Dr. Brecht said, 
pointing out that management is “the process of 
influencing people as individuals and in groups to 
utilize effectively the variety of facilities, prac- 
tices, methods, and organization relationships 
made available for them to achieve a commonly ac- 
cepted goal.” 

The human relations angle was further stressed 
by Dr. A. Q. Sartain, of Southern Methodist Uni- 
versity, Dallas, in his discussion of “Employees 
of 1948.” 
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“The more interdependent our world become 
the larger our industries, and the more specialize 
our activities, the more serious becomes our every 
choice as to how best to ccoperate and secure 
operation,” Dr. Sartain deciared. ... “I know¢ 
no more challenging opportunity for anyone tha 
that of working out and successfully applying ner! 
and effective methods of human cooperation ati 
thus promoting the general welfare.” 

Dr. Sartain devoted a section of his speech ti 
exploding some of the current myths about th 
basic factors in human behavior. 

Another phase of management was discussed} 
J. R. Fredenberger, of the Stanolind Pipeline (0, 
Tulsa, Okla., in his speech on “Systems—Methot 
—Procedures.” Said Mr. Fredenberger: 

“The office manager, or his counterpart in dv 
ties, if not in title, is in a position to make th’ 
management group cohesive, and, at the salt 
time, strengthen his own position in the ma 
agement structure, by the installation of a pr 
gram of systems and methods study and the é 
velopment of written procedures, which will 
duce administrative and operating costs, impr 
internal control, simplify and improve compal! 
records, and improve employee morale.” __ 

Mr. Fredenberger outlined three methods of it 


0 


itiating such a program: the office manager it! 
(Turn to page 64) 
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Officers of both the National Office Management Association and its Chicago Chapter gather at 
the Chicago Chapter booth during the Office Equipment Display and Seminar, conducted at the 
Stevens Hotel. Left to right: O. J. McMunn, Duquesne Light Co., NOMA president; Oakah L. Jones, 
Oklahoma Natural Gas Co., NOMA board chairman; T. J. Manzke, The Pure Oil Co., OMAC presi- 
dent; Waldo Williams, Aldens, Inc., first vice-president, OMAC; Louis C. Meyer, Federal Reserve 
Bank of Chicago, OMAC, 2nd vice-president; Frank E. Kelly, general chairman of display and seminar. 


Big Attendance at Chicago Seminar 


By Thomas R. Brady 


* A RECORD attendance of over 27,700 busi- 
ness-minded visitors was attracted to the office 
equipment display held in conjunction with the 
annual Seminar presented by the Office Manage- 
ment Association of Chicago and Northwestern 
University at the Stevens Hotel, Chicago, Feb- 
ruary 2nd-4th. It was the ninth such exhibit, and 
the sixth of the Seminar. 

More than 70 manufacturers of office furniture, 
equipment, and systems showed their newest 
products and developments in the spacious Exhi- 
bition Hall. The Seminar program was so sched- 
uled so that the several thousand office and per- 
sonnel executives attending the various sessions 
were also able to visit the display as well. 

T. J. Manzke, of the Pure Oil Co., president of 
the Office Management Association of Chicago, 
opened the Seminar, giving as the theme of the 
program, “Development of Better Managers and 
Methods in the Office.” 

George H. Williamson. president, General 
Candy Corp., gave the first address in a talk en- 
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titled, “What Top Management Expects of the 
Office Manager.” 

James W. Rees, assistant vice-president and 
personnel director of the Pure Oil Co., took the 
reverse of Mr. Williamson’s talk and outlined 
“What the Office Manager Expects of Top Man- 
agement.” 

Opening the second day’s sessions, Dr. William 
R. Spriegel, chairman, Department of Manage- 
ment, Northwestern University, pointed to the 
office manager as a powerful social fcrce of the 
future, in his talk “Your Future in Office Manage- 
ment.” Dr. Spriegel said, “Today’s office manager 
is a mixture of the traditions of the past; the pres- 
sures of the present; and has only partially appro- 
priated the tools which are at his command. He 
is better trained in technical matters of the office 
than any similar group of men whether past or 
present. He is still deficient in an understanding 
of economics of business in a dynamic society.” 

Other speakers at the second day’s sessions were 
Harold C. Pennicke, management consultant, of 
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General view of office equipment display at Stevens Hotel. Seventy-five manufacturers participated 
in three-day show, and 27,700 persons inspected the displays. 


Greenwich, Conn., who spoke on “Functional De- 
sign Features of Modern Special-Purpose Admin- 
istrative Buildings,” and Leslie M. Mannasmith, 
assistant to the vice-president and director of re- 
search, Montgomery Ward & Co., who discussed 
“Improving Office Procedures.” 


Over 1,000 business executives heard Robert W. 
Jackson, president, Aldens, Inc., deliver the prin- 
cipal address of the Seminar at the annual banquet 
held that evening. Mr. Jackson told his listeners 
that “Top Management must... get its house in 
order quickly.” His talk was entitled, “Crisis in 


On the closing day of the Seminar, Lewis F, 
Gordon, vice-president, the Citizens & Southern 
National Bank, Atlanta, Ga., made a strong plea 
that business and industry give maximum consid- | 
eration to the study of “people,” in his address, © 
“Public Relations—How to Deal with People, 
Both the Customer and Employee.” 

A. Gordon Bradt, second vice-president, Conti- 
nental Illinois Bank & Trust Co., outlined and dis- 
cussed problems in training. 

The banquet address of Mr. Jackson evoked a 
great deal of approving comment. 


Management.” (Turn to page 54) k 
he 
General view of Seminar banquet sponsored by Office Management Association of Chicago and by 


Northwestern University at the Stevens Hotel. The speaker was Robert W. Jackson, president of 


Aldens, Inc, th 
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SOME SUPPLEMENTARY FACTORS IN 


Successful Office Management 


By Charles G. O'Neill 


* MANAGEMENT is constantly assuming a 
heavier management load. This load is occasioned 
by the many new and complex internal problems 
that arise in addition to the rapid changes in ex- 
ternal conditions, and these problems tend to in- 
crease now that the “honeymoon” economic pe- 
riod is over. It is becoming more and more dif- 
ficult for management to scoop competition on 
new products or maintain a higher mark-up on 
products. Obviously, under such conditions, profit 
(the primary purpose of any business) becomes 
elusive. Since profit is normally the residue left 
over after every other account has been provided 
for, a careful watch over all accounts constituting 
expense must be maintained or this profit margin 
will narrow quickly and, in many instances, dis- 
appear entirely. 

Management, therefore, must be constantly on 
guard at all times in order to detect profit leaks 
and plug these leaks before they do real harm. 

Currently, most businesses are enjoying an ad- 
vantageous profit position. Every possible effort 
must be exerted to maintain this position. If all 
the major and minor controllable factors of the 


business were at the finger tips of the head of the 
business, the maintenance of this profit position 
would be a comparatively easy task. However, 
such control is not possible. Eventually, all of the 
detail involved in a business will grow beyond 
any one person’s ability to catalogue and retain all 
the information in his memory. Thus, additional 


THE WRITER of this article is in the 
administrative branch of one of the coun- 
try's leading manufacturers of electronic 
products. His past experience in the busi- 
ness field in instituting basic management 
controls has acquainted him with the prob- 
lems of more than sixty important business 
organizations. In the war period he served 
as regional chief auditor in the Controlled 
Materials Plan of the War Production 
Board, covering the five states centering 
around Philadelphia. This region won a 
reputation as best operated CMP unit in 
the country, thanks to the advances in ad- 
ministrative procedures and regulations ef- 


fected by Mr. O'Neill. 
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indirect functions such as accounting, engineer- 
ing, purchasing, originate. These are grouped 
under the title of “overhead.” 

Many factory people consider overhead as a 
malignant growth eating at their vitals, absorbing 
the profit factor from manufacturing by adding 
“burden” and contriving, through a lot of “un- 
necessary” ways and means, to make their lives 
more complicated. However, this overhead is nec- 
essary because of the many intrinsic complexities 
of any business—and most businesses are ex- 
tremely complicated because of many factors, a 
few of which are: 

The breadth of the product line 

The breadth within each line 

Varied distribution channels 

Pricing problems 

Warehousing (inventories and speed of service 
required, etc.) 

Manufacturing (labor and material difficulties) 

Personnel (compliance with the many Federal 
and State labor laws, including the Taft-Hartley 
Act, Walsh-Healey Act, Wage and Hour Law, So- 
cial Security, Unemployment Compensation, etc., 
involves the maintenance of numerous records.) 

To list all the inherent complexities of any busi- 
ness would require an inordinate amount of study, 
possibly resulting in the compilation of a manual. 
However, a treatise of this nature is not necessary 
since a study of the few salient points mentioned 
reveals the many attendant complications. 

Another problem facing management today is 


the proper training of office employees. The most 
frequently encountered reason for inadequately 
trained employees is the lack of understanding oy 
the part of the employe about his job. This is pri. 
marily true in clerical functions. While factory 
employees are trained by the use of pre-testeq 
standards, salaried emplcyees are poorly jp. 
structed or given ambiguous or incomprehensible 
instructions. In many instances, long and com. 
plicated verbal instructions are passed on to a new 
employee which he is incapable of retaining. 

Regardless of the extreme care now taken jn 
personnel selection, a certain amount of turn-oyer 
is inevitable. When an old employee leaves and a 
new one has to be broken in, the smooth operation 
of that particular function is disturbed. This per- | 
sonnel turn-over increases overhead. 

This and many more forms of increases in over. 
head have to be controlled, and expenses reduced 
by an effective plan. Manufacturing and engi- 
neering were constantly involved with the same 
problems inasmuch as competition forced them to 
lower direct manufacturing costs. Most com- 
panies solved this problem through the medium 
of standardization. The introduction of these 


standards required the establishment of an over- 
all company program incorporating, among other 
things, good engineering design and good manu- 
facturing methods. The basic principle was to re- 
duce the “art” of manufacturing to the “science” 
of manufacturing by the establishment of a set of 
written specifications. 


(Turn to page 55) 


"WS YOUR WIFE, MR HERRICK---SHALL | TELL HER YOU/RE 100 BUSY TO 


ARGUE WITH HER NOW ?" 
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WORK SIMPLIFICATION 
As A Tool For Expense Control 


By Joseph C. Spickler 
A. T. Kearney & Co., Management Consultants, Chicago 


From an address at the Controllers’ Congress session, 1948 National Retail Dry Goods Association convention 


* ALL of us are conscious of the importance of 
methods improvements in cost control. The find- 
ing of a “better way” has been largely responsible 
for our high productivity iz the past and for the 
high standard of living in America. If methods 
improvements are as important as we think they 
are, why do we experience difficulty in getting 
them installed quickly and used effectively? 

One of the reasons is the approach that has gen- 
erally been used. Ordinarily a methods expert 
works out an improvement and presents the fin- 
ished package to the operator for installation. As 
he explains the new method, the operator does not 
listen with the intention of learning and applying, 
but is thinking of the reasons why the new method 
will not work. When the expert finishes his ex- 
planation, the operator starts explaining why the 
new method will not work. In view of the fact 
that the operator may have control of whether the 
new method will or will not work, he frequently 
wins the argument. 

This expert approach does not give sufficient 
recognition to the human relations involved. Two 
characteristics of human nature which must be 
considered are resistance to change and resent- 
ment of criticism. None of us likes to have changes 
thrust upon us and none of us likes to have out- 
siders tell us how to run our job. Any suggested 
improvement means change and carries with it an 
implication of criticism. We resist change be- 
cause it involves risk, uncertainty, new thinking, 
new habits and the possibility of failure. It is 
much easier to remain complacent. We resent 
criticism because it pricks our ego and calls atten- 
tion to our deficiencies. 

Resistance to change and resentment of the 
criticism implied in a methods change are inevit- 
ably encountered, regardless of the logic or ap- 
parent value of the proposed change. For exam- 
ple, recently I received a letter from a friend who 
is with a large distributor. He told me that a par- 
ticular method improvement which we had 
worked out together two vears ago had just been 
adopted and was working smoothly. Although 
he had been attempting to make the installation 
for the two years, he had been unable to do so 
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Joseph C. Spickler 


until the foreman died. Despite the fact that the- 


improvement would save $25,000 a year, the fore- 
man resisted the change with the risk, uncer- 
tainty, and additional work involved, and was 
afraid of the criticism thet might result because 
he had not thought of the idea. I cite this example 
because it illustrates how strong resistance to 
change and resentment of criticism really are. 

Budgets, another means cf expense control, are 
an attempt to forecast the activities of the future 
rather than to point out the errors that have al- 
ready happened. Budgets are a means of contre] 
through measurement, but here.again, the budgets 
and standards frequently represent the viewpoint 
of the outsider or of the expert. The control is 
from the top down through the various echelons 
of supervision, an attempt to control the expendi- 
tures and confine and regiment the activities of 
the individual. This takes away the initiative and 
interest of the average individual—cramps his 
style, so to speak—and causes the resistance and 
the resentment of which we spoke earlier. 

There are some who contend that expense con- 
trol is an attitude of mind. If people have the 
right attitude you have control. If this is true, 


(Turn to page 68) 
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Office of B. K. MacLaury, director of public relations and advertising of Bigelow-Sanford Carpet Co. 


NEW BIGELOW-SANFORD OFFICES 


% IN re-designing the executive offices at 136 
Madison Ave., New York, of Bigelow-Sanford 
Carpet Co., part of a sweeping program of mod- 
ernization of all the company’s plants, show 
rooms, and offices, Donald Deskey Associates 
aimed at two objectives: 

1. Accommodation of key executives and their 
secretaries, the advertising department, a clerical 
pool, and rooms for conferences and board of di- 
rectors’ meetings. 

2. Creation of a fresh and stimulating setting 
for the display of Bigelow-Sanford carpets. Over- 
all design unity was essential, yet carpets were to 
be shown in considerable variety. 

Much of the 14,000 square feet on the second 
floor had been in use for more than six months 
before the formal opening cf the offices, but it was 
pointed out that there were few visible signs of 
usage. This was taken to prove the achievement 
of another design objective—execution of a func- 
tional, contemporary desigi: which would present 
few maintenance problems. 

In addition to the over-all architectural design, 
much of the furniture, equipment, and fixtures 
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were designed especially by Donald Deskey Asso- 
ciates. In the general office and clerical area 
Shaw-Walker executive desks with gray metal 
base and brown linoleum tecps are used, with Do- 
More Junior executive swivel chairs. Do-More 
executive swivel chairs are used in executive of- 
fices. 

Since the offices are indirectly intended as 4 
form of showroom, colors and textures were 
chosen carefully to complement or contrast with 
the carpets. In the public areas, dominant carpet 
colors are warm shades of beige and grey. Ceil- 
ings are of eggshell acoustical plaster. The light 
greys, terra cottas, and dark greys used as wall 
finishes enhance the natural birch finish of the 
storage wall and bleached mahogany secretarial 
units. In the individual executive offices, too, the 


entire color scheme is built around the carpet. 
Birch panelling is used discreetly throughout, 
with grey-tan Weldtex employed along the heavy 
traffic corridors. Supporting columns are “blacked 
out” by painting them with a soft, dark finish. 


The warm black of the display wall contrasts 
strikingly with the birch display rail. 
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The reception lobby features cove lighting, a 
custom-designed reception desk, and a small “in- 
terview corner.” It is separated from the main 
office by a floor-to-ceiling partition of clear plate 
glass. Drapes by Dan Cooper partially conceal 
this wall. Chairs and tables are by Knoll, Eames, 
and Finsven. 

In seeking a design solution, the designers natu- 
rally had to work within certain limits (fixed win- 
dows and columns, elevator locations, utilities, 
etc.) Public traffic is channeled along a wide L- 
shaped corridor, running from the entrance ele- 
vators in the northeast corier, to the private ele- 
vator and stairway in the southwest corner. 

As a first step, the top executives (whose offices 
receive the heaviest daily use by customers) were 
| logically placed along the window east-south peri- 
meter. Their secretaries occupy custom-designed 

desks immediately adjacent. The space between 
the secretarial units and executive offices provides 
an interior aisle for inter-office traffic. 
The advertising department, junior executive 
offices, rest rooms, and elevators run along the 
partially enclosed west and northeast perimeters. 
In addition to several junior executive offices, 
there are two main interior areas: 


' 


1. An enclosed, secluded board-conference 
room. 
2. A spacious, well-lighted clerical section. 

The conference room area serves a dual pur- 
pose. A huge sliding door-wall can separate the 
more elaborate board of directors’ room from the 
smaller conference room. When this door-wall is 
open, the entire space can be used for staff con- 
ferences or sales meetings. 

Excellent sound absorption provided by the 
acoustical plaster ceiling and thick carpeting 
makes possible the use of the clerical pool open 
space for general office work. Carefully planned 
fixtures give even light distribution, eliminate 
shadows. 

Naturally, attention was given to the over-all 
blending of colors, fabrics, materials, and equip- 
ment. In addition, five major design features were 
employed to integrate the executive perimeter. 

1. Use of clear plate glass for executive office 
partitions. By stopping the masonry walls which 
separate the key executives’ offices at the 7-foot 
level, an illusion of added spaciousness is obtained. 
Clear plate glass covers the remaining top sec- 
tion. As a result the eye does not stop at a solid 
wall line. (Turn to next page) 


One of Bigelow-Sanford's general office areas 
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Spacious secretarial area at Bigelow-Sanford 


2. Executive office lighting. Closely allied with batteries of fluorescent tubes, light from this strip 
this glass partition is a long, continuous strip of seems almost exactly the same as the natural light 
eggcrate lighting fixtures. Placed immediately coming in the windows. 
adjacent to the windows, and carrying blended (Turn to page 66) 


Bigelow-Sanford's conference rooms. 
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NEW HAND SHAVER. A new model Economy hand shaver, 
featuring quiet operation and ease of operation, has been an- 
nounced by the Ediphone Div., Thomas A. Edison, Inc., West 
Orange, N. J. The new shaver, in a completely enclosed cabinet, 
is a dignified and modern piece of office equipment. It has the 
same precision top plate and operation (excepting motor) that is 
used on the Ediphone Mercury. A convenient drawer accommo- 
dates the wax chips, as on the Master. The belts used are standard 
on the Master, Mercury and Utiliy shavers. This new hand shaver is 
recommended for use wherever a small quantity of cylinders are 
employed per day. 


LEFT: 


NEW THINGS 
in the NEWS 


ABOVE: 


THIS ten-key electric printing calculator has nine-column 
adding and listing capacity. Electric automatic shift and 
roultiply key. Has visible adding dials and electric automatic 
clear signals, total signals, sub-total signals, and electric 
automatic keyboard clear key. From the Barrett Adding 
Machine Div., Lanston Monotype Machine Co., 24th at 
Locust, Philadelphia 3. 


L 
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RIGHT: 
IMPROVES. 


into the No. 


formerly included. 


black composition. 
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For the first time since the war, Maso Steel 
Products, 418 South Clinton St., Chicago, is incorporating 
1618 Champion line some of the features 
Hardwood rails are being installed as 
braces and all models will include the elbow type of drop 
leaf arms. The '/>-inch hard tempered Masonite tops are 
in the new grained walnut finish with the metal understruc- 
ture in baked enamel walnut finish. Casters are 15-inch 
One-inch tubular steel legs are curved 
for greater leg room. Hinges are the continuous piano type. 
Two styles are available, 
Overall the Champion stand measures 16 by 36 inches in- 
cluding two 9-inch drop leaves. 
The stands are packed two to a carton; shipping weight of 
carton, 40 pounds. F.o.b., Chicago. 


SEATING COMFORT. The No. 924 Sturgis Springmaster 
springback stenographer's chair has four adjustments, height, 
spring tension, and two back controls. It has follow-flex 
back rest incorporated with the springback chair control. 
There is a new design for the housing covering the height 
control. From the Sturgis Posture Chair Co., Sturgis, Mich. 


knock down or set-up. 


The height is 27 inches. 


OFFICE MANAGEMENT AND EQUIPMENT 


“4 
meer 
i 
, ; 
| Fis | 
a / 4 ,, " “A - dj be i f tee cee e : 
» _— oe f a \ J 4 ea : gs - 
; £ a j er > . . — 
| eae maha of | a ls 
_ ig’: i, = { - . Wig ? | 
a ding } ee is - . s PR 
Le ic ‘ “ a ‘i 
Q i s : ‘ PP oc <n cegee enter x. se ¢ : 
: r ~ f.% >. . 
§ oD 
+ ABOVE: OF pp; "i 
_s —" i 3 
_ 3 a | 
Pe 
= | 
; | — | 
gee =| 
{ ee 
oe a se 
¢ ae le [ _ 
a ; % 
: Ui 
een ‘ 4 { 
| ’ . w Se 
é N , 
“ R . i 
4 ‘ 
I 
‘ 
4 E 
= a 35 . 
ae a ~. a : a toa - FF va — a Oe 7a ee 


\ ae : . . F Mal: Caren 
=. pr ee — “ai ST PROTECTOGRAPH. 


mITYYYYIYTttt 


3  &§ ABOVE: 


: | THIS NEW CHECK WRITER, known as the Multi-Currency Pro- Model 70 standard-currency Protectograph and includes all of thy 

tectograph, has been announced by the Todd Co., Rochester, N. Y., principal features of that model. Like the 70, the Multi-Currenc 

for banks and business firms dealing in currencies of more than one Protectograph is equipped with the new Todd voucher or sheet re 

7 country and other operations requiring flexible arrangements of im- ceiving cylinder, enabling the machine to handle top-stub vouchers 

2 : prints. Twelve positions on the lefthand bank of the unit's keyboard multiple-check sheets or extra-size instruments as well as ordinary 

ba oF | make it possible to select any one of as many prefix symbols, de- commercial and bank checks, drafts and personal checks. Like al 

4 - | noting different types of currency or other units of measurement. Protectographs, the new unit imprints amounts through a ribbor 
ity The new unit is built on the frame of the recently-announced Todd shredding indelible ink into the fiber of the paper. 


ABOVE: 

COMFORT IN THE OFFICE. A 2-inch, ball-bearing 
office chair and furniture caster is being manufactured 
by the John Cavanaugh Co., 628 South Clarence Ave. 
Los Angeles 23. Raceways are made of case-hardened 
steel. Stem models are finished in oxidized bronze, 
plate models are cadmium plated. Wheels come 
equipped with non-marking composition rockhard RIGH 
rubber or with cushion tread. The plate caster is also 


available with steel wheels for hard floors. By 

1S The 

steel 

‘outlet: 

install 

Bldg. 

LEFT: Produ 
WHERE POSTURE CHAIRS COME FROM. This is oor 
the new plant of the Charleston Chair Co., Charles- eFicie 


ton, S. C., which is busy turning out posture chairs for 
the Sturgis Posture Chair Co., Sturgis, Mich. The 
upper picture shows an aerial view of the new plant 
and the lower picture a close-up view of the plant 
buildings. 


—_ 
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LEFT: 


55. 


RIGHT: 


TRANSFORMED from a bare loft into attractive office space, 
this floor in the Edwards Bldg., Cincinnati, Ohio, has on-the-surface 
steel raceways installed to bring wiring to lighting fixtures and wall 


] 


cutlets at approximately 30 percent less cost than was needed for 
installing wiring in the walls of another floor of this large Cincinnati 
Bldg. The raceways are manufactured by the National Electric 
Products Corp., Pittsburgh. The top picture shows a typical loft 
cor in the Edwards Bldg. before being renovated into modern and 
ficient office space. 


i 


ig 


LEFT: 

FINE AND BROAD. Cushman & Denison Mfg. Co., 133 
West 23rd St., New York I1, are introducing a new auto- 
matic valve-controlled pocket fountain brush for marking, 
drawing, and writing on any surface. It produces a very fine 
or a broad line. Has a special adapter and four inter- 
changeable hard felt nibs which make this possible. Choice 
of eight transparent colored inks. Present owners of Flo- 
Master Fountnbrushes can modernize them by getting fine 
mark adapters and fine mark nibs. 


a oe 


PERSONAL FILE for holding private documents and 
papers. Made with phenolic sides and a metal body. 
Has a phenolic handle, and a lock. Has an embossed 
panelling on the sides. Comes with an index, lock, 
and has an expandability of 3 inches. Measures 13!/2 
inches wide, 105g inches high, and 6 5/16 inches deep. 
From Moldmaster, Inc., 899 East 149th St., New York 


|< 
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LEFT: 

AT THE HEARING. Donald S. Leonard commis. 
sioner of the Michigan State Police and chairman of 
the communications committee of the International 


Police Chiefs Association testifying at the FCC hear. 
ing, finds that his testimony is being recorded by the 
Gray Audograph, with a reporto'graph attachment, 
in the background are, left to right, Commissioner 
Robert F. Jones, Commissioner Rosel Hyde, and act. 
ing chairman Paul A. Walker. The Gray Mfg. Co, 
Hartford, Conn., manufactures the Audograph. 


RIGHT: 
OFFICE REFRESHMENT. This bar has a refrigera- 
% tor and 12 cubic feet of storage space. It plugs into 
any standard outlet. The frozen food compartment 
7 will hold up to 16 gallons of ice cream or 150 pack- 
ages of frozen foods. The temperature is 0 to —20 
, degrees Farenheit. Has a separate 3!/4-cubic foot 
| compartment for drinks and foods that require chill- 
ing only. The temperature is about 40 degrees 
Farenheit. A third section, not refrigerated, occupies 
3 cubic feet of the unit. It is equipped with a lock 
and key. All sections have adjustable shelves. The 
front and two sides of the bar are upholstered with 
| a quilted pattern of Masland Duran, a leather-like 
material that is stain, burn, and acid proof. The 
Fy top is a solid piece of colored Formica. All trim 
and exposed metal sections are stainless steel. Avail- 
able in attractive color combinations. From the 


Haldorf Mfg. Co., 1435-37 North 31st St., Phila- 


-  &§ delphie. 


LEFT: 


FOR POSTERITY. As Supreme Court Justice William O. 
Douglas pays tribute at a dinner for the late governor of 
Illinois, Peter Altgeld, the Peirce Dictation wire recorder 
records his remarks. The spool of wire, along with other 
items typieal of this century, will be placed in a time capsule 
and buried at the base of the statue of Goverror Altgeld 
in Washington Park, to be opened 100 years hence. The 
recorder is made by the Peirce Wire Recorder Corp., 1328 
Sherman St., Evanston, Ill. 
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BELOW: 

THE NEW Lily-Tulip plant in Augusta, Ga., covers about 
180,000 square feet of floor space. It has many novel 
features, including under-ground tunnels for all service lines; 
an air conditioning and humidifying system in the manufac- 
turing section; wired music; and the latest in industrial 
cafeterias. All production machinery and equipment is new 
and of company design. Extensive use has been made of 
automatic material handling equipment to minimize manual 
labor and reduce costs. The plant will employ about 500 
people. The main plant of the Lily-Tulip Cup Corp., is in 
College Point, New York. 


RIGHT: 
A CURE FOR THE PENCIL LOSER is the Never- 


Lose-lt lapel pencil. Retails for 


25 cents. 


ABOVE: 

A TWO-STATION inter-communication system, the Elsie, 
Model LC-2 is suitable for installation in homes, farms, pro- 
fessional offices, stores, and other commercial or private 
applications. It consists of a master unit, one sub station 
and fifty feet of cable sold as a package. Additional cable 
is available. Two-way conversation can be originated from 
the master or the sub-station. The sub-stations may be used 
as private or non-private. Underwriters’ Approved. A de- 
scriptive sheet on the system as well as a 12-page cata- 
logue describing the Talk-A-Phone is available from the 
Talk-A-Phone Co., 1512 South Pulaski Road, Chicago 23. 


scHoo 


The Neve Lose 


APENCILY 
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March, 1948 


RIGHT: 
SET QUICKLY FOR REPRODUCTION. Fototype 


transparencies enable anyone to set headings and 
body type on layouts quickly and easily. The equip- 


backed acetate letters, made up into individual pads 
of letters, and a composing stick which holds the 
letters at the correct tension. After the letters are 
laid out you put a piece of scotch tape on them, so 
they become part of the tape. The tape can be 
then mounted on a layout. The transparencies are 
available in 50 type faces and sizes. Cabinets for 
holding the transparency pads are available. From 
the Fototype Co., 1414 Roscoe St., Chicago 13. 


a lead pencil attached to a self-winding cord on an 
attractive button; you pin it to the lapel or blouse 
To use it, the pencil is simply pulled out. Wher 
the pencil is released the cord rewinds itself. From 
the Ray Products Co., 259 Strader Ave., Cincinnati 26. 


includes complete alphabets of cardboard- 
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LEFT: 


THE WELL EQUIPPED OFFICE. The Groomaster quickly removes 
smudges, rain or slush splashes, or light soil from ordinarily well 
cared for shoes, or completely shines neglected shoes where several 
applications of polish and repeated buffing is required. It requires 
only a few drops of oil once or twice a year. The motor is the 
only moving part, as the buffer mount and buffer are driven directly 
by the motor shaft. The mechanical arrangement is combined in a 
solid walnut or cherry cabinet. 

During bad weather Groomaster placed in entrances greatly re- 
duces the amount of soil and water carried indoors. 

Motors, guaranteed for one year against faulty workmanship, oper- 
ates on 110-115 volt A.C. Tests indicate several years of trouble 
free service. Buffers should last a year or more, are easily replaced 
and may be cleaned. 

Made by Groomaster, St. James, Mo. 


BELOW: 
AIR COMFORT. The Fresh'nd-Aire line includes six 


electric air circulators ranging from the small 14-inch model 
for small offices, to the large 35-inch model for use in 
auditoriums, theatres, and other commercial establishments. 
Intervening models are the 17R, the 20R, the 23 and the 
26-inch models—the model number in each case indicating 
the propeller diameter. Recently added to the line is the 
medel 600 humidifier, which combats dry, atmospheric con- 
ditions. From the Fresh'nd-Aire Co., 221 North LaSalle St., 
Chicago |. 


ABOVE: 


West Adams St., Chicago 7. 


RIGHT: 

SIMPLIFYING the typists’s work. The Signal letter bal- 
ance carbon paper made by the Kraus Ribbon & Carbon 
Co., Pittsburgh, Pa., features lightly colored signals which 
are not coated with carbon. The signals measure '4 inch 
wide, making it easy to extract the carbons. The signals 
eliminate the necessity of counting the number of spaces 
to get proper spaces at the top or bottom of sheet on 
letters or copy of more than one sheet in length. The signals 
indicate where the center of the page is and where the 
other important points on the sheet are. The carbon cames 
in 8!/. by II sizes, in light, medium, standard, and super 
weight, and in spirit hectograph and master units. 
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A PARALLEL FOLDING MACHINE, 
Model 120. It handles sheets from 3 by 3 to 10 by 1/4 
inches. It folds from 6,000 to 45,000 sheets an hour de- 
pending on sheet size. Equipped with automatic continuous 
load feeder. Has rich black crinkle finish. 
Simple to adjust for various sheet sizes. 
without the stand. Made by the Davidson Mfg. Corp., 1020 


Davidson 


Motor driven. 
Available with or 
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RIGHT: i: - ~ ; 
NEW FOR THE OFFICE. The Wells Office Furniture Co. offers _——— 
the No. 7680 "V''-Line Base desk. It is 29 inches high, 80 by 40 mi s 7 ial 
‘aches in size, and is available in golden oak, limed oak, and wal- P 
nut. Made with a recessed back. It lists for $185. Illustrated Ss d 
“erature and complete details concerning the complete line of : 
Wells desks may be secured by writing Wells Office Furniture Co., 
725 South LaSalle St., Chicago 5. 
BELOW: ; 
A MODERN ADAPTATION of the old-time box file is : 
available from the Amberg File & Index Co., Kankakee, Ill. = 
Made of durable steel, it has an attractive, grey Hammer- 
loid finish. Letter size A to Z, 17-leaf red fibre index in 
each file moves up and down to allow for expansion and 
is held in place by metal pin device. The lid is secured 
with two full piano-type hinges and a catch holds the box 
firmly closed. Inside dimensions, |1% by 10'/g by 31/4. 
, Packed 12 to a carton. Retails for $2.70 each. 
4 


nies ABOVE: 

y= ELECTRICALLY DRIVEN HAND ERASER. The manufacturer 
> de says that smooth, clean erasures without smudge on tracings, draft- 
ae ng room copies, can be effected in a matter of seconds with this 
rey new device. Balanced and shaped to fit the hand, it weighs 12 
th or ounces. The same reliable motor as used in the manufacture of 
1020 the Handee-tool, is utilized to power the new Handee eraser. All 


moving parts with the exception of the rubber eraser, are covered 
by the patented sleeve which protects the fingers. The eraser chuck 
accepts any standard eraser. Optional equipment includes an easy- 
to-operate foot speed control which permits freedom of both 
hands in handling the eraser and an absolute control of speed in 
on and "off"' position with the foot. From the Chicago Wheel & 
Mfg. Co., 1101 West Monroe St., Chicago. 


RIGHT: 


ALL YOU NEED. The Telebase contains a memo-pad; a tele- 
phone index; a Seripto pencil with a plastic ball end on the 
pencil. The unit retails for $2.95. From Wilco Products, 
Inc., 1414 South Penn Sq., Philadelphia 2. 
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@ The much publicized 1BM Selective Sequence Electronic Calcu- 
lator, made by the International Business Machines Corp., has been 
dedicated to the use of science throughout the world. This new 
development combines the speed of electronic circuits with a 
memory capacity of 400,000 digits and the necessary control to 
utilize this speed and capacity on the most complex problems of 
science. 

It combines for the first time electronic speed, vast memory 
capacity, and highly flexible and convenient programming facili- 
ties. Its flexibility exceeds that of the IBM automatic sequence 
controlled calculator built by IBM in 1944. Its over-all produc- 
tive capacity is far in excess of anything previously achieved. The 
superior capacities of it have been demonstrated in extremely 
complex test problems. 

In many respects it follows the pattern of man's mind in per- 
forming sequences of complex calculations. The machine reads 
numbers involved in the problem and reads the instructions that 
have been prepared for its solution. It consults its own reference 
tables containing the results of previous calculations. The memory 
element retains the many intermediate results accumulated within 
the machine and recalls them when they are required in subse- 
quent phases of the calculations. The calculating element adds, 
subtracts, multiplies and divides. 


BELOW: 


Console, or operation indicator and control desk for the calcu- 
lator. At all stages of a computation progress may be seen by 
means of the indicator lights which show not only the unit in opera- 
tion and the operation being performed, but also the results be- 
ing achieved. 


LEFT: 


into the calculator. Reading from standard IBM cards is per- 
formed at the rate of 30,000 digits a minute. 


Giant Electronic fy 
Calculator Ip, 


Card Readers by which problems and instructions are introduced 


ABOVE: 


Printers, which record at the rate of 24,000 digits a minute, giz 
a running account of results produced. The scientist thus can ‘ 
low the progress of a calculation and modify his program int 
light of results as they are derived. This is of particular advantey 
because this calculator will be devoted largely to research prot 
lems in which the calculations cannot be planned completely 
advance. 


BELOW: 


One of the two Card Punches by which results produced by it 
calculator are recorded. Result data, recorded as holes in standa 
IBM cards at the rate of 16,000 digits a minute, can be process: 
rapidly by IBM Electric Punched Card Accounting Machines « 
obtain printed final reports or tables. 
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iciWow / get | 
my work done COLE STEEL | 
faster” PORTABLE DESK FILES 


as A work organizer and a pull drawer letter file combined, 
= which will keep private papers really private. Upper com- : 
partment equipped with lock and key. Takes both hanging 

i or regular folders. Made of heavy gauge furniture steel. 

) Equipped with ball bearing rollers, swivel casters’ and a F 
} spring compressor. Guide rod operates in a depressed 
groove for eyeleted guides. Olive green crinkle or Cole gray. 


LETTER SIZE : 7 

Wide High Deep rr} 
Upper section........ 13” 10%” 24” 
File drawer .......... 124%,” 10%” 24%,” LS 
Overall height...... 304,” , 
No, 854, as photographed................. $42.70 


LEGAL SIZE 

Wide High Deep 
Upper section........ 16” 10%,” 24” 
File drawer... 15%” 10%” 24%,” 
Overall height...... 3012” 


No. 858, as photographed................. 
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COLE STEEL SECURITY BOXES 


Made of a heavy gauge steel, elec- 
trically welded throughout! Equipped 
with one of the most substantial locks 
made by YALE. 


No. C 180 Y No. 1505 Y 


a 4%” high 7%” high 
ee 11%” wide goo 16” wide 14°° 
7%” deep i 


12” deep 
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STEEL 
STORAGE 
CABINETS 


Will keep your office supplies 
and printed matter clean and 
orderly. As a storage cabinet 
for hand tools, or even liquor, 
will pay for itself over and over 
again by preventing pilferage. 
Doors are equipped with a two- 
way locking device controlled 
by a paracentric lock. Olive 
green or Cole gray crinkle finish. 


ONE DOOR CABINET 


No. 400. Counter height. Three ad- No. 349L. Two adjustable shelves. } 
justable shelves. Size: 40% ¢ Size: 374%” high, 
high, 18%” wide, 25%” deep 35 30” wide, 18%” deep $45 


27-DRAWER STEEL 
STORAGE CABINETS 


Will pay for itself many times over as a valuable 
money-saver in locating and safeguarding impor- 
tant matter. For catalogues, hardware, office 
forms, printed matter, art work, cuts, photographs, 


tools, etc. Olive green or Cole gray crinkle finish. 


HIGH WIDE DEEP 
Cabinet size . ............ 37%” 30° 13%” 
Inside drawer ............ 3,” 9” =«12” 


No. 2712 $4,Q00 


LOCK—which will lock all drawers, $10.00 additional, 


eae 


CUTS OR PHOTOS | 
ON ALL ITEMS | 
ARE AVAILABLE ~| 

ON REQUEST 


ee a a ee 


TWO DOOR CABINET 


Extra shelves for above $5.00 additional. 


EQUIPMENT COMPANY 
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- | WHAT'S 
. || AVAILABLE 


/ NOW? 


By H. K. Darby 


* IN THIS, part seven of our series on available 
items of office equipment, we cover a wide variety 
of mail room machines and equipment. The mail 
room too often can be coupled with the file room 
in the degree of neglect to which this vital area is 


The all-important letter 


subjected. How is your mail room operated? Are 
you getting the utmost out of your investment? 

The April article of this series will cover vari- 
ous types of air conditioning installations, fans, 
and water coolers. 


DON'T SHOOT—HE'S DOING HIS BEST— 


A well-known manufacturer of metal office furnishings, covered in an earlier article 
of this series, was put on the spot by one of our readers because of the manufacturer's 
inability to maintain deliveries. His reply, in part, follows: 

"Your steel arrives and frequently the gauges are entirely different—they are 
sorry they could not give you what you wanted, maybe next month they can do better. 
Instead of manufacturing lockers the manufacturer takes the heavier gauges and 
makes benches. This is the situation we have been living with for two and one-half years. 

"| have not been able to find the original correspondence and | am sorry if we 
implied that these products were available for immediate delivery. | can assure you, 
however, that it was not intentional; every last man in the department knows 
that this isn't the case. 

"Today, on the ‘potentially available list," we have a large number of office items. 
By the first of next April not a single one of these products may be available due 
entirely to shortages of raw materials.” 


OFFICE MANAGEMENT AND EQUIPMENT 
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POSTAGE METERS 


Commercial Controls Corp., Rochester, N. Y. 
Model 88 USPM Metered Mail Machine 


@ Machine complete with auxiliary envelope trays is 61” 
wide by 30” deep. All metal construction. Oilite bearings 
and capacitor start induction motor for minimum service 
and minimum current consumption. Standard grey wrinkle 
enamel finish. 

Has an all-metal sealer blade which places the correct 
amount of water on only the gummed surface of an en- 
velope flap. The sealer blade can be easily removed for 
cleaning without use of tools. The positioning of the meter 
imprint on the envelope can be regulated so that the right 
edge of the meterstamp may be printed from approximately 
¥% inch up to 1% inches from the right-hand edge of the 
envelope. The control of the end margin is provided to give 
better balance to the meterstamp on envelopes of various 
lengths and with enclosures of varying thicknesses; advan- 
tageous for use on envelopes containing uneven or heavy 


The 88 USPM Model 


enclosures which do not fill the envelope completely. By 
increasing the width of the end margin so that the meter- 
stamp is placed on a flat surface, the impression is made 
even. 

Automatic inking assures neat, continuous uniform im- 
pressions: light, medium or heavy as desired. 

The Model 88 USPM Metered mail machine is electrically 
operated, motordriven, and fully automatic. Seals, prints 
meterstamp, town and date circle, and advertising message, 
counts and stacks envelopes, in one operation; utilizes a 
USPM omnidenomination meter, capable of printing any de- 
nomination of postage from ‘4c to $9.9912. Has six operating 
speeds permitting variable capacities from 7,000 to more than 
10,000 envelopes per hour. Sensitive trip mechanism feeds 
the thinnest of airmail as well as heavy mail 34” thick. 

Seals any size envelope flap including 314” depth. Will 
seal without stamping, stamp without sealing, or will seal 
and stamp mixed sealed and unsealed mail simultaneously. 
All classes of mail easily handled. It has conveniently 
located levers for retiring the date and town circle on 


46 OFFICE MANAGEMENT AND EQUIPMENT 


ae 
registered mail, eliminating the date from the circle 


third class mail, and for printing “Sec. 562 P. L. & R” » | 


bulk mailing. 
Has a built-in tape printer which prints on gummeq tape 


for use on over-weight mail or parcel post packages. Th ' 


tape may ke delivered wet or dry and is cut off aut. © 


matically after each impression or may be delivered jp 
strips for use in other departments. 

The meter records total amount of postage used, tot, 
amount of postage remaining in the meter, and number of 
pieces mailed. 

Portable letter trays, special detachable rack and inside 


of machine cover provide adequate storage space. Lange | 
capacity receiving hopper insures uniform stacking of qj | 


sizes of envelopes. 

Sold exclusively through Commercial Controls’ branches 
and agencies in principal cities. 
available. 


The National Cash Register Co., Dayton, Ohio. 
National Omni-Denomination Postage Machine. 


@ Takes up less than a square foot of counter or desk 
space; 1614” high, 1444” wide, and 8%” deep. Cabinet js 
steel with rough black finish. 

Issues postage ranging from 1% cent to $9.9914 in the 


Other USPM modes 


form of gummed, pre-cancelled labels that show date, zone ' 


National Cash Register's Model 


and weight, amount of postage, serial number, meter num- 
ber, permit number, and name of issuing post office. 

As each postage label is printed, a duplicate record, 
showing zone, weight, amount and serial number, is printed 


me 


on an audit-strip inside the machine, thus establishing @ © 


complete record of every postage label issued. 

Mail goes direct to the sorting room at the post office, 
saving the time lost in cancellation. Time normally los! 
selecting and affixing stamps is saved through ability of 
the machine to provide one label for exact amount of 
postage. Easy to operate. The mail clerk merely &- 
presses the proper keys, setting uv the weight of the pack- 
age and the postage required, and depresses a motor bar, 
which completes the operation. Keeps running inventory 
total of unused postage provided by the machine at ay 
time of the day, thus saving time formerly lost through 
maintaining such records. In addition, printed and acct 
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— | POSTAGE METERS 

le on ‘ — 

"* rate records can be given to the post office as to amount of control lever dispenses tape either wet or dry. 
postage and number of pieczs in each day’s mailing. Designed for the small business or the branch office of 

‘= At the beginning and ending of each day, a statement large firms. Other omni-denomination models, electrically 

Bow, ' of mailing form is inserted in the machine. The opening operated and handling up to 10,000 letters an hour, are 

be and closing readings of the total postage are printed on available. 

wr this form. The difference between these two amounts 
represents the total postage used for the day, and the dif- 

Bad ference in serial numbers indicates the number of pieces 

= in the day’s mailing. This same information also is printed 

i on the audit strip locked inside the machine The visible 

snails _ yeading total at the top of the machine is a grand total 

ry of postage issued to date. This total cannot be reset. 

: The control total inside the machine, which prints on the 

‘anches mailing statement and audit strip, is under the control of 

models the postmaster. This total is set and sealed to issue a cer- 


tain amount of postage. When that amount is issued, the 
machine automatically locks. The machine is taken to the 
postoffice by the user, where the postmaster or his assistant 
unlocks the machine, sets up the amount of postage pur- 
wr desk chased, and reseals the machine. Tested by the United 
inet is States Bureau of Standards and approved by the Post 
Office Department. 

in the Available only as rentals, which includes maintenance. 
te, zone ° 
Pitney-Bowes, Inc., Stamford, Conn. 

Model RH Postal Meter. 

@ Body of the machine finished in grey wrinkle lacquer. 
All polished surfaces satin finish nickel plated. Stamps, 
seals, postmarks, and counts mail all in one operation as 
fast as an operator can feed. 

A “Postmark Advertisement” (optional and interchang- 
able) is printed at the same time. Machine seals envelopes 
of all standard sizes and provides postage for any kind, 
class or size of mail matter. Stamp selection levers operate 
with finger-tip touch, allow printing of any amount of 
| postage (42 cent to 99% cents in a single stamp). A touch 
of a lever at the right converts machine for imprinting : : 
meter stamps on special gummed tape for parcel post or : — 
for envelopes too bulky to run through the machine. A 


Pitney-Bowers Model RH 


| MAIL ROOM SCALES 


| Accurate Parts Mfg Co., 1244 Euclid Ave., Cleveland, Ohio. John Chatilion & Sons, 85 Cliff St., New York | 
— rags | — Co., Cambridge, Mass. Model 026L Mailing Scale. “4 | 
ae Ve SOae. a : ; @ Has a capacity of 2 pounds in 1 ounce increments and | 
Seagate yo Ae ae anes comptes the postage rouied for regular mall and airmail | 
Reap Stur dy ccna aggre mall domestic letters as well as the postage for foreign letters. 
leer toys atin eagsoe a List ag $1.50 : Has convenient ‘V’ type platform and the all-metal con- 
ter nur- ji a struction is finished in black crinkle. Has a spring operated 
hoe. | mechanism with rack and pinion. 
e record, Glass covered dial is 65g” in dia. and is readily removable 
is printed in the event a new chart must be installed covering any 
lishing 2 © revisions in the postage rates. List price, $11. | 
ost office, Mode! U. S. 1 High Column Computing Parcel Post Scale. | 
mally lost @ Has large 13” dial calibrated to show the rates for all | 
ability of zones up to the 70 lb. limit. Substantial construction in- 
ymount of ' cludes cast iron base with 104” x 1314” platform and glass 
erely de- | protected dial. This model has a spring operated mechanism 
the pack- with rack and pinion and black crinkle finish. List price, $123. 
motor bat, 
inventory Model 25 Parcel! Post Scale 
ne at any @ Capacity, 20 lbs. in increments of 1 oz. Finish is olive 
st through green. Glass enclosed dial calibrated for Parcel Post in 
and accl- ) 


j The Accurate Postal Scale all zones. List price, $11. 
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MAIL ROOM SCALES 


CHATERLON 


Chatilion's Model 25 


Detecto Scales, Inc., 1 Main St., Brooklyn, N. Y. 
Post-O-Meter Model No. 4601. 
@ Automatic computing parcel post scale. Capacity, 70 lbs. 
Dimensions, Height, 1342”; base, 2142” x 18”; platform, 1614” 
x 13”. Made of steel, iron, and aluminum; oven-baked 
black morocco finish. Has automatic zoning key board and 
the package. This figure is illuminated and magnified. 
Simple to use; operator places the package on the plat- 
form, presses down the single zone key which immediately 
exposes single large figure; this is the precise postage for 
the package. This figure is illuminated and magnified. 
Distinguishing feature is that this model reveals to the 
user the exact postage without other attendant dial figures 
which could be confusing. List price, $200. 


The 4601 


Detecto Postal Scale, Model No. 231P. 

@ Compact; dimensions overall, 1842” long, 814” high, plat- 
form 7” x 71”; for air-mail, first class mail, and parcel 
post up to 4 lbs. Finished in black morocco. Equipped 
with good sized weighing plate to accommodate envelopes 
of any size or shape. The notched beam is deeply stamped 
for easy readings. Made of hardened steel pivots and bear- 
ings; designed for long service. List price, $15. 
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I. D. L. Mfg. & Sales Corp., 132 Lafayette St., New Yor 
IDL No. 750 Springless Postal Scale. 
@ Measures 6%” wide x 542” high x 344” deep; capacity 
1 lb. Springless; operates by a new mechanism developed 
in company’s laboratory. Functional design of this mechz. 
ism assures accuracy. Sturdily constructed, all mety. 
streamlined design. 

Dial is lithographed on metal, black, and red on an jyoy 
colored background. Point of indicator is red with whi» | 


The 750 Postal Scale 


line for easy reading and quick computation of postag 
for all classes of mail. Graduated by % oz. up tolh © 
The platform and body of the scale have a silver baked-on — 
wrinkle finish. Scale can also be supplied with Canadian 
rates for use in that country—dial in increments of \ a 
up to 1 lb. 


Pelouze Manufacturing Co., 1218 Chicago Ave., Evanston, Iii, 
Mail & Express Model Postal Scale. 

@ New: computing type, showing both first class and pare! 
post rates. Dimensions, 8” wide x 534” deep x 91” high. 
All-metal parts throughout; grey metalite finish. All oper- 


The Mail & Express Model 


' 


ating parts are of new and improved design and moving | 
parts are held to tolerances of 1/1000”. Capacity, 10 ts | 
Direct reading by ounces; shows clearly and exactly | 
correct postage required for all classes of mail. 

Design and construction insures unusual sensitivity ax | 
a high degree of accuracy under severe service conditions 
List price, $8.95. 


Parcel Post Model 25 : alte | 
@ New 25 lb. capacity scale, embodying the same qu ' 
as the mail and express model. Available this month. Have 

other models. ; 
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MAIL ROOM SCALES 
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Toledo Scale Co., Toledo, Ohio. 

Airliner Mailing and Parcel Post Scale, Model 419. 

@ Dimensions: height 1842”, length 1734”, width 8”; platter 
614” x 8”; cast iron base and housing. Finish: black lac- 
quer, bonderized. Computes all classes of postage and parcel 


Airliner Model 419 


post to all zones automatically. Easy air mail reading is 
featured. Extra wide indicator travel for maximum sen- 
sitivity. 

Pendulum-type weighing mechanism (no springs). Capac- 
ity to 3 lbs. 

Model 419 is one of seven Toledo Mailing and Parcel 
Post models, each designed for a particular need. This 
complete line offers all capacities from 1 to 70 pounds. List 
price of the Model 419, $85; slightly higher in the West. 


Triner Scale & Mfg. Co., 2716 West 21st St., Chicago. 
Model No. 1870 Peerless Allsteel Parcel Post Scale. 
@ Fully automatic, accurately shows the computed amount 


of parcel postage for all zones and weights in large, clear 
figures. Dimensions: length, 24”; width at dial, 25”, at base, 
14”; height at dial, 2742”; height at platform, 7”; standard 
platform, 12%” x 14”. All steel construction, no cast iron 
parts. Built according to the U. S. government specifica- 
tions for the Post Office Department. No springs or leveling 
lugs to watch or adjust, equipped with twin pendulum 
(gravity) system not affected by level or climatic changes. 
Fully automatic, nothing to press, touch or move. Comput- 
ing dial shows the exact postage instantly. Scale combines 
speed, accuracy, and durability. Finished in standard cabi- 
net green finish. Charts are easily replaced if postage rates 
change. 

This scale is recommended for large volume users of 
parcel post shipments. Also furnished in 25, 40, and 50 Ib. 
capacities. 

Price, $173.50 f.o.b. Chicago. 


Triner Model No. 101 Beam Balance Combination 
@ All steel construction, no cast iron parts, operates on 


balance principle without springs. Enclosed mechanism, 
deeply notched beam for accuracy, compund levers. Beam 
is in front of scale, no part of scale extends above the plat- 
form. Dimensions overall across front, 14%”; front to 
back, 18”; platform, 1212” x 14”. Black finish, equipped 
with sliding computing chart for parcel post, easily replaced. 

Capacities in 101 and 201 lbs. graduations are by 1 oz., 
Yy oz. and by 1/100 of a lb. Price: 101 model is $42.50, 
and the 201 model is $47.50, f.o.b. Chicago. 


Triner Model No. 84 Airmail Accuracy Scale. 

@ Capacity 1 lb. by % oz. graduations, equipped with rate 
chart showing all mail and parcel post rates up to full 
capacity. Dimensions: 914” x 4%4”. Platform is approxi- 
mately 4” x 4”. Chart easily replaced if mail rates change. 
Standard green cabinet finish. Operates on balance prin- 
ciple, no springs. All steel in construction with no cast 
iron pasts. 

Prices are: No. 86, 8 oz. capacity by %4 oz. graduations, 
$7.60; No. 85, 9 oz. capacity by % oz. graduations, $7.60; 
No. 84, 1 lb. capacity by % oz graduations, $11.75; No. 82, 
2 lb. capacity by % oz. graduation, $20.70; No. 80, 4 lb. 
capacity of 142 oz. graduation, $20.70. 


The 1870 Peerless 
Triner Model No. 83 AA Allmail and 
General Mail Computing Scale. 
@ All steel construction, no cast iron parts, no springs, 
operates on twin pendulum (gravity) system and compound 
levers for sensitive and sustained accuracy. Computes the 
postage for all types of U. S. mail up to the capacity of 
the scale. Chart is easy to read and easily changed if 
postal rates'change. Fully automatic with speedy, instant 
indication with knife indicator. No spirit levels to watch. 
This model may be procured in capacities of 3, 4, 5 and 
8 lbs. by % oz. graduations. 


LETTER 


OPENERS 


Commercial Controls Corporation, Rochester, N. Y. 

USPM Letter Opener. 

®@ Dimensions: 1434” wide x 814” deep x 938” high; weight, 
28 lbs. All metal construction. Body is one piece aluminum 
alloy casting. Cutting knives are of carbon tool steel, hard- 
ened and accurately ground. All shafts operate in graphite 


impregnated bearings. Standard grey wrinkle finish. 
One-piece aluminum alloy casting assures dimensional 
stability, rigidity, quiet operation and long life. Has only 
three moving parts. The USPM letter opener is electrically 
operated, automatically fed. Controlled movement of feed 
belt toward the cutting knives holds envelopes firmly in 
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LETTER OPENERS 


position for thin, uniform trim. Mail of varying thicknesses 
may be opened without adjustment of knives. The turn 
of a knob controls the envelope guide for desired depth of 
trim. Adjustable receiving hopper stacks opened envelopes 
and segregates cuttings. 

Is capable of opening mail of varying thicknesses as fast 
as an operator can feed it into the machine. Will open 
envelopes in a fraction of the time required by hand. 

Small size, light weight, easily portable. Capable of 


Commercial Controls’ Model 


handling large volume of work. High speed, quiet and 
easy operation. Simple construction. 

Sold exclusively through Commercial Controls’ branches 
and agencies in principal cities. Included in this company’s 
line are metered mail machines, multipost stamp affixers, 
scales, tables, sorting racks and cabinets, mail bags, etc. 


Industrial Molded Products Co., Inc., 

72 West Fillmore Ave., St. Pau), Minn. 

Auto-Mail Opener. 

@ An automatic, portable desk model letter opener which, 
by reason of a mercury switch, operates only when letters 
are fed through it. Crackle finish, weighs a little less than 
10 lbs. Universal motor suitable for AC or DC current. 
Opens 100 letters a minute and takes ail sizes with ease; 


The Auto Mail Opener 


has manual set screw for adjusting the slice up to 14”. 
Straight cut assured by special feeding bevel. 

Has self-sharpening cutting wheels. Operator’s fingers 
cannot be touched by moving parts which are protected 
in a brass housing. Needs no oiling. List price, $64.50. 
IMPlatform, special attachment to open envelopes on three 
sides. Easily attached. Chromium finish, $2.50 extra. 
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Pitney-Bowes, Inc., Stamford, Conn. 
Mail Opener. 
@ Electrically operated high-speed letter-opening machin. 
Shears open envelopes at rate of better than five hundre 
a minute with automatic feeding and with no damage 
contents or danger to operator’s fingers. 

Easily operated. A handy dial regulates the trim (thig 
or thin). Accuracy is maintained by the precision cutting 


Pitney-Bowes’ Model 


of two matching rotary knives of alloy steel. Easily removed 
for resharpening when necessary. 

Modern functional design styled by Vahan Hagopian. 
Feed table is of heavy gauge steel chromium plated. Grey 
molded Bakelite finish; durable, scar-proof. Polish chrom- 
jum trim. 


Rotoshear Co., Ltd., 4503 Travis St., Dallas, Tex. 
1948 Roto-Shear Mail Opener. 


Dimensions: 15” long x 444” wide x 234” high. Weight 
742 lbs. Aluminum cast base, cover and handle. Cutter 
blade and rotar cutter alloyed steel. Oilite bearings. Krin- 
kle finish in tobacco brown or gray; cutter blade nickle 
plated. : 

Oilite bearings, alloyed steel cutter with self-sharpening 
cutter blade. Cast aluminum base and cover for light 
weight. Rotor cutter set permanently at factory. Handle 
easily attached and once attached can’t slip. All cutting 


The 1948 Roto-Shear 


edges case hardened. Rotor cutter is cadmium plated. 
Insert envelope in slot under roller, pull the handle down 
and the Roto-Shear does the rest. Opens 40 to 60 letters 
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per minute. No rough torn edges. No damage to letter 
contents. No chance of cutting hand or finger as cutting 
edge is protected by guard and roller. No lint on clothes. 
Saves time aud eliminates operator fatigue. . 
Opens any size envelope up to and including 11” in 


length. Envelopes can be opened on two or three sides. 
Can only cut approximately 26/1000 of an inch from en- 
velope. No electricity required—no gears, belts or pulleys. 
No skill required. Impossible to damage contents of the 
letter. Guaranteed for one year. List $34.95 f.o.b. Dallas. 
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ADDRESSING 


MACHINES 


—_—_—_ 


Addressograph-Multigraph Corp., 

1200 Babbitt Rd., Cleveland, Ohio. 

Speedaumat Addresser Class 2600. 

@Dimensions are approximately desk size; materials, large- 


ly castings. Black morocco finish. Broad table top facilitates 
hand feeding. Drawers of plates can be fed continuously 


Speedaumat Addresser 2600 


into receiving hopper, one on top of the other, assuring 
uninterrupted operation. 

Electric motor driven. Rubber platen pressing against 
paper causes plate embossures to print through ribbon onto 
paper. Gives 2,000 to 3,500 impressions an hour, hand fed, 
8400 per hour, automatic strip listing, 7,000 per hour, auto- 
matic feeding of envelopes, wrappers, etc. Uses small, in- 
expensive one-piece plate. List price, $1,050 f.o.b. Cleveland. 


Elliott Addressing Machine Co., Cambridge, Mass. 

Model K Addresser. 

@ Made of Grade A cast iron and core roll steel; finished 
in olive green enamel. Electrically operated. Dick Mailer- 
Strip and stencils automatically fed. Loads and unloads 
trayful of 250 stencils at a time. 


The Model K Addresser 


Has extra deep hoppers so that machine never need be 
stopped for loading or unloading. Automatic inker. Es- 
pecially designed for fast addressing of continuous Mailer- 
Strip roll for use in Dick, Wing, or Cheshire Mailers. Can 
be equipped with counters for registering number of sub- 
scriptions addressed while non-registering names on free 
list. Speed 8,400 different impressions per hour. 

Cost, $975. 


OTHER MAIL ROOM 


ITEMS 


Stondard Duplicating Machines Corp., Everett, Mass. 
Standard Envelope Sealers. 

@ Available in three models, the G, the R, and the Junior 
Sealer. Models G and R sealers automatically feed and 
stack envelopes at the rate of 200 per minute. On the 
standard Model G, hand operated, envelopes move into 
the receiving hopper with the turn of a crank. Standard 
Electric Model R is full automatic. 

Either model, the G or R, takes envelopes up to 7 inches 
in width and any length. The “Junior Sealer” handles any 
size envelopes. The basic materials used in the manufac- 
ture of the entire line are steel, brass and rubber. Cur- 
tently the models R and G are finished in black crinkle 
‘enamel and chrome. The “Junior Sealer” is entirely chrome. 
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Have few moving parts and are simply and durably con-: 
structed throughout for long service. A feature of all Stand- 
ard envelope sealer models is the vacuum suction feed 
moistener. Reservoir holds enough water for sealing 10,000 
envelopes. Water flows only as used. The partial vacuum 
above water level in reservoir, the capillary action of metal 
passage and the surface tension of the water at the slot 
combine to overcome gravity and hold the water from 
flowing out of the slot. The envelope flap passing over the 
slot creates suction which draws just the right amount of 
water from the reservoir to moisten the entire flap, assur- 
ing proper sealing of every envelope. The contact plate 
brings every portion of gummed flap in contact with mois- 
tening slot. 
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OTHER MAIL 


ROOM ITEMS 


The Standard envelope sealers G and R are designed to 
seal enve:opes by means of self-sealing stack without appli- 
cation cf mechanical pressure. This patented feature is 
exclusive to the Standard. It prevents the squeezing out 
of sirplus water; gumming of mechanism; dislocation of 


Model G Standard Envelope Sealer 


flap; injury to mail matter comprising irregular or uneven 
contents such as samples, paper clipped enclosures, etc. 

Standard envelope sealers range in price from $12 to $140 
depending upon the model and geographical location of 
purchaser. 


Chauncey Wing's Sons, Greenfield, Mass. . 
Wing Aluminum Mailer. 


@ Hand-operated label-pasting addressing machine for 
newspapers, magazines, and direct mail. Dimensions, about 
10” x 4” x 5”; frame is of cast aluminum, with bronze and 


’ 


Wing Aluminum Mailer 


steel working parts. Bright finish. One piece frame. Ef- 
ficient operation and high speed due to lightness, exact 
balance, and highly developed engineering principles. List 
from $25 up. 


Weber Addressing Machine Co., 

200 West Centra! Rd., Mount Prospect, Ill. 

Model R, Tag-O-Graph Machine. 

@ Prints continuous form type tags or labels. Dimensions, 


814” x 12” x 22”; weight, 27 lbs.; made of sheet steel and 
bronze castings. Sides are crackle finish and bed and work- 
ing parts are finished in chrome. So constructed that any 
employee can be instructed and trained in its use in a 
short time. Can be set up on a table or stand for operation 
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Weber's Model R Tag-O-Graph 


in less than a minute. Unconditionally guaranteed. 
Principal of operation is stencil reproduction, manually 
operated. Operates at rate of 150 per minute. Will prin 
either tags or labels (sizes 1 to 8 inclusive) in continuous 
form. Manufacturer claims it is only machine manufac. 
tured to do so. Price, $190 f.o.b. Mount Prospect, III. 


Harglen Corp., 7466 Santa Monica Bivd., Los Angeles, Calif, 
National Postal Duplicator. 


@ Designed to give perfectly centered imprints on 3” x3’ 


to 4” x 6” cards. Pretested, precision tooled. Made of © 


18-gauge steel with chrome and cadmium trim. Has India 
rubber suction cup feet which holds it firm on smooth sur- 


National Postal Duplicator 


* face. Comes complete with supply kit consisting of stencils, 


stylus, ink, brush, writing plate, and instruction sheet. 
List price, $13.50. 


Equipto, Div. of Aurora Equipment Co., Aurora, Ill. 
Model 1170 All Purpose Truck. 


@ Dimensions, 24” wide x 36” long x 341%” high. Made 
of 11-gauge high carbon angle on each of the four corners 
and 16-gauge reinforced trays. Finish is olive green baked 
enamel. Top tray may be inverted for a flat top where 
this type is preferred. 

Front wheels are stationary and the rear wheels are swivel 
type for easy guidance. Wheels are 1%4” x 5” rubber tread. 
List price, $29.80 f.o.b. Aurora. 
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Aurora Equipment Co.'s Model 1170 Truck 


More 
Mail Room 


Items 


Models DT-84-30 and TR-64 of 
All Purpose Metal Products Co. 


All Purpose Meta! Products Co., 

258 Mill St., Rochester, N. Y. 

All Purpose Mailroom Equipment Models DT-84-30, TR-64 

® Double table with whirling rack (Model DT-84-30) and 


traveling rack (Model TR-64). Dimensions of double table 
with whirling rack; depth, 2’6”; width, 7’; table top, 26” 
from floor. Dimensions of traveling rack: height, 5’4”; 
depth, 2’; width, 2’. All steel construction. Table top 
covered with Masonite material. Both units finished in 
standard office green baked enamel color. Both units fea- 
—e all-steel construction with strong support for extra 
loading. Traveling rack features two swivel and two sta- 
tionary casters for easy mobility. 

Like other All Purpose Mailroom units, the double table 
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Interior Steel's Sorting Case and Table 


ae eer agrees 


with whirling rack and All-Purpose traveling rack are 
designed to accept the standard All Purpose hook-on tray. 
As a system, the units keep letters, broadsides, bulletins, 
catalogs, envelopes, and many other forms of printed mat- 
ter moving through an orderly process of operations. Printed 
matter is put in trays, and efficiently handled in large quan- 
tities. Operators always have work in proper position at 
the double table and the printed matter is moved easily 
from work station to work station in groups of trays hooked 
on the rails of the traveling rack. 


List price of double table with whirling rack, $49.50 k.d., 


f.o.b. Rochester. List price of traveling rack, $38, k.d., 
f.o.b. Rochester. (Turn to next Page) 
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The Interior Steel Equipment Co., 

2352 East 69th St., Cleveland, Ohio. 

Mail Sorting Case and Table in Two Types. 

@ Sorting Case has 40 openings each 10¥;” wide x 1214” 
deep x 3” high (height may be varied). Case size overall 
4434” wide x 121” deep x 36” high. Table is 45” wide 
x 28” deep x 3044” high. Table drawer inside clear is 
19” wide x 22” long x 3” deep. 

Built of high grade furniture steel, with table top of 3/16” 
thick tempered Masonite. Finished in baked-on olive green 
enamel with table top in natural Masonite brown. Case 
has double panel uprights and flush panel ends. The 36 
shelves are adjustable on half inch centers without the use 
of tools or clips. All shelves have hand cut-out for easy 
removal of contents. Case can be obtained with plain 
shelves or with shelves having 3” x 14” labelholder. Extra 


shelves can be supplied. Drawer of table is equipped wig 
flat key lock. 

Efficiently designed; a time saver for all types of sorting 
operations, such as: In-coming and out-going mails; segre. 
gating various types of forms, advertising literature, order, 
etc. Can also be used as work organizer for plant prodyg. 
tion managers. The large smooth gliding drawer of 4, 
table provides a convenient location for storing date Stamps, 
envelope openers, paper clips, etc. 

Sorting case or table can be bought separately so thy 
case may be used on buyer’s own table or desk. Tah; 
can be used independently of the sorting case. List pric. 


No. 565, sorting case table, $60.60; No. 566-L, Sorting my | 


with 36 label holder shelves, $72.90; No. 566-P, Sorting cag 
with 36 plain (without labelholder) shelves, $68.90. Ext, 
shelves at nominal cost. 


Big Attendance at Chicago Seminar 


(From page 28) 


“Top management must get its house in order 
quickly,” Mr. Jackson told his audience. 

“Most economists and businessmen have been 
predicting that war and reconversion prosperity 
is soon to end. Readjustments that are necessary 
require leadership of the highest form to guide 
the company safely through the extremely com- 
petitive period that will follow. Men and women 
in business will not be satisfied to follow second- 
rate leaders or to stand pat with social conditions. 
They will demand, and rightly so, that business 
leaders supply the initiative, inspiration, and lead- 
ership that has made the United States what it 
is and that will insure its future progress. 

“As the majority of war work was on a cost 
plus basis, costs were not important and manage- 
ment devoted its efforts almost entirely to pro- 
duction. Little time was svent on time studies to 
bring unit cost down. 

“During the past couple of years when business 
has been so easy to get and most companies have 
found it almost as easy to make a profit, we have 
forgotten the basic principles of management— 

“1. Policies: companies should have policies in 
writing so that everyone understands the complete 
meaning of every phrase. 

“2. Plan of Organization: the plan of organiza- 
tion must be right for your operations as they 
exist today and not one that was developed for 
the operation of three to five years ago. 

“3. Personnel: personnel must be rated so that 
you have capable young understudies coming 
along for each position. 

“There are many weaknesses in most com- 
panies today. When the recession occurs, it will 
not follow an established pattern, and already 
certain industries (such as the radio industry 
and others) have noticed a recession in their par- 
ticular lines. 

“Many errors have been made by management 
during these ‘lush’ years, but they have been hid- 
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den because of a shortage of merchandise, The 
recession or depression will bring to the front 
startling weaknesses in plans of organization, 
“It is my opinion that the greatest weakness 
developed during the prosperous years has been 
that of unsound organization plans. During the 
war period, we all changed our organization plans 
and built them around the people rather than the 


PAB 


ideal method of building an organization plan to — 
fit our needs and then getting the people for the — 


jobs. 

“As business after business moves from a sell- 
ers’ to a buyers’ market, emphasis will shift from 
manufacturing to selling. I am sure today most 
companies have under-staffed selling organiza. 
tions. I know of many businesses that are at- 
tempting to make only two or three styles. In 
Europe, before the war, this was one of the meth- 
ods they used to keep costs down; however, the 
American people will not be forced into a stan¢- 


ard type of garment—be it shoes, dresses or hats. — 


“As more and more veterans return and the 
skill of other workers increases, it should no 


longer be necessary to spend the enormous — 


amounts of money for training as heretofore. | 


— 


believe wholeheartedly in training; however, the — 


terrific amount of money that we have been spend- — 


ing on training was necessary because of the great 
turnover. 

“Reconversion with its ‘easy profit’ and ‘lush 
market’ found some top executives physically and 
mentally tired. A study by the Life Extension 
Examiner of New York proved there was only 
about 18 per cent. of 1000 executives with an aver 
age age of 47.6 years who did not have some kind 
of organic disorder. High personal taxes also co- 
tributed to a loss in leadership. This is an alarm 
ing situation. 

“Today’s problems can be met only by the 
proper leadership and leadership is largely a mat 
ter of human relations—knowing how to accom: 
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plish results through people. Every school and 
college should have a course in human relations— 
how to influence others to like to do what needs 
to be accomplished. 

“Too many executives became executives during 
the war years and did not receive the normal 
training. They were not taught a need for lead- 


ership, direction, savings, discipline, and morale; 
they were made executives because no one else 
was available. 

“We at Alden’s have spent over six months in 
working out and perfecting a post graduate 
course in ‘Executive Effectiveness’ which we will 
use in training all executives in 1948.” 


Supplementary Management Factors 


(From page 30) 


The basic operating principle of any company 
should be to reduce the “art” of business to the 
“science” of business. This is imperative since 
all primarily sell quality and service. You know 
you have quality products, therefore, your busi- 
ness practices must insure the maintenance of the 
same standards in service. This requires a planned 
sales approach, planned budgetary control, 
planned systematic order handling, warehousing 
function, etc. To establish effective business con- 
trols, you must elect to standardize your routines 
and formalize them by the use of an operating 
manual. This manual should embody procedures 
and organization charts. To accomplish this ob- 
jective as quickly as possible, you must establish 
a procedures group which will assist in the control 
of, and direction over, the many human, physical, 
and financial factors that contribute to a profit- 
able operation. The tools of this group are facts. 
They will have to be supplied these facts. It is 
often the lack of such facts which causes ills and 
failures of a business. Substantial wastes of time 
and energy persist unrealized and unchecked in 
the average business, primarily because facts re- 
main obscured and sub-rosa activities are carried 
on without ever seeing the light of day. 

For example, a company I am familiar with 
made a separate personnel record for each day for 
each of several thousand workers, showing that 
each individual had worked eight hours a day. A 
procedures group survey revealed that this was 
an obvious waste and then introduced a system of 
making records for only those individuals who did 
not work eight hours each day. This was just an- 
other instance where it was impossible to see the 
trees for the forest. However, this same group, 
through a great many similar studies and recom- 
mendations, were successful] in boosting a declin- 
ing business from “one-foot-in-the-grave” to 
“both-feet-in-the-gravy.” 

Used and mis-used 

Similarly, the procedures group must apply 
facts to measure misused and unused power and 
energy of the organization, and must harness 
these forces by the establishment of proper rou- 
tines reflected in procedures and forms. As a 
March, 1948 


mechanical engineer will build to specifications to 
withstand stresses, loads, and strains, so too, pro- 
cedures must be custom-built to fit each case. Busi- 
ness must continue to shy away from any use of 
a “canned” system, and not attempt any approach 
similar to that used by “efficiency experts” as we 
knew them in the past, whcse schemes for savings 
included writing on both sides of the paper, sharp- 
ening pencils at both ends, or less often, and so 
forth. These schemes are as outdated as the 
Model T Ford. 


Overhead reduced 


This new group may be considered by a min- 
ority as another expense factor in overhead. How- 
ever, this group can, and will, reduce overhead by 
an amazing margin. The magnitude of the job is 
such that on one phase alone (the use of forms) 
one company in 1946 made an amazing evaluation 
of their expenditure of $700,000 for forms and 
paper purchases. Due to their purchasing coding 
system, the exact amount of money spent on forms 
alone cannot easily be determined. However, 
many of the paper purchases were expressly for 
the reproduction of forms designed for short life 
and use internally. Therefore, the amount of 
money they spend to make records out of these 
forms depends on the efficiency with which this is 
done. Management consu!ting firms state that 
the cost of executing forms in direct relation to 
the initial cost may vary from a 10 to 1 ratio toa 
50 to 1 ratio. If a conservative ratio of 10 to 1 is 
used, then this company spent $7,000,000 on ex- 
ecuting forms in 1946! 

As another example, one large company inven- 
toried and evaluated 15,000 forms. They then es- 
timated that the company was spending $20 to $25 
in processing $1 worth of forms. Another manu- 
facturing concern spent $600,000 a year on forms, 
and found on investigating they were spending 
$6,000,000 a year to make records of such forms, 
a relationship of $10 to process $1 worth of forms. 

Statistics also reveal that on an average, less 
than 75 per cent of existing forms are being used 
at all in the average company, and less than 60 
per cent are being used constructively. If any or 
all of these statistics apply to your operations, you 
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can immediately visualize substantial savings in 
an intelligent application of forms and procedures. 
Analytical, unbiased reviews are of prime impor- 
tance, as illustrated in the following case history: 

Several years ago the preparation of a detailed 
engineering report was the responsibility of one 
of the senior clerks, John Smith. This report re- 
quired the assembling of considerable information 
from many sources. The actual compilation and 
editing required an expenditure of a full week’s 
time each and every month. 

This time that John expended was considerably 
less than the aggregate time of those supplying 
the information. The total aggregate time is im- 
possible to evaluate. Bill Jones (at that time 
John’s supervisor), aware of the cost involved in 
the preparation of this long report, made an effort 
to reduce distribution and, at the same time, eval- 
uate the report’s use. He developed the idea of 
inserting—in the body of the report, on a page in 
the middle—a tear-off questionnaire containing 
several questions, the most pertinent being: “If 
you desire to remain on the distribution list, sign 
and return.” This report was mailed to over 100 
employes in the company. The results of this 
novel questionnaire were very revealing. An ap- 
proximate 5 per cent return was tabulated! Need- 
less to say, the report was discontinued. 

Notwithstanding this, and also many other 
classic examples of office inefficiencies, consider- 
able resentment toward procedures as such is con- 
stantly in evidence. All tco frequently we hear: 
“T like to keep my thinking fluid!” “I haven’t the 
time to read all the procedures issued, they are 
too detailed!” “They are restrictive!” “They 
stifle thinking!” “They make routine clerks out 
of executives!”” “They do not leave room for ex- 
ecutive judgment.” 


Loose thinking 


These comments, and many others, indicate a 
loose type of thinking. Definite routines are often 
thought to be synonymous with inflexibility and 
rigidity of operations. Flexibility can be pre- 
served, yes, even improved, by the establishment 
of definite routines. Contrariwise, indefinite rou- 
tines are the spawn of indecision and confusion. 
Therefore, no executive should ever be so com- 
mitted to a line of action that a change cannot be 
suggested or considered. However, employees are 
permitted complete freedom of expression of indi- 
vidual preference as to the procedure if such ex- 
pressions are made in the proper channels. Pro- 
cedures should be constantly modified or revised 
after they have been in operation for a while so 
that the bugs can be ironed out. However, in or- 
der to be effective, a procedure must be observed 
and followed until it is modified or withdrawn. 
Another frequently voiced objection is: ‘“Pro- 
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cedures are perfectly all right for accounting be. 
cause, by the nature of their operations, they re. 
quire detailed operating instructions. However, 
they play no part in sales activities.” This is com. 
parable to the old idea still prevailing in isolateg 
cases that selling rests on individualistic ability 
and intentional persuasiveness, and cannot be syb. 
jected to contro] or standard practice. Business 
experience dictates otherwise! 

In some instances, the objections voiced toward 
procedures are valid. If someone states he gets 
too many procedures, practically speaking, he 
does. Current thinking is that procedures can be 
used as an educational medium even though the 
personnel receiving these extra copies are not di- 
rectly affected. Many are anxious to benefit by 
this extra-curricular education; others object, 
You have, therefore, the problem of weeding the 
distribution list so that those not directly jin. 
volved with a function do not receive copies of a 
procedure relating to a subject foreign to their 
operation. 

Another comment is: “If this were my business 
I wouldn’t have procedures.” In all probability 
you wouldn’t require written procedures because 
of the comparative size of the business you would 
originate. However, if your newly created busi- 
ness ever grew to the proportions of big business, 
it would be a physical impossibility actively to di- 
rect each detailed phase efficiently without an 
operational manual. Your thinking, therefore, 
would undergo a transition. It is a well-known 
fact that as businesses increase in size, in breadth 
of line, in channels of distribution, they become 
more and more difficult to handle and, therefore, 
require a different form of management. 


Represented by procedures 


The personal direction of all functions (both 


direct and indirect) cannot possibly be given by | 


the head of any business. Therefore, many have 
elected the use of procedures to represent them, 
and also serve as a sort of functional analysis. 
Candidly speaking, we know that any business 
can limp along without procedures. 
if this function is missing, it will take its penalty 
in some other way, since the things a business 
needs it pays for, whether it buys them or not! 
Without the establishment of procedures it be 
comes a matter of opinion as to the handling ofa 
certain function, or whether a division or section 
requires more help or service. As we all know, 
when such disputes arise, they are too often se 
tled by the unscientific maxim, “The wheel that 
squeals the loudest is the one that gets the grease.” 

In addition to the obvious advantages of proce 
dures, they become an excellent medium for pass 
ing the “know-how” in business methods on t 
new employes. They also reap the benefits of pre 
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A pleasure to read .. . the office copies you get 


with this new Kodagraph Contact Paper! They have 


tt} such sharp, clean definition, such dense blacks on A “cinch” to use . . . so much so that 

the pure white, long-lasting Kodak photographic paper trial runs and make-overs are almost a 

val ... result of an entirely new emulsion. thing of the past: because photocopy 

f s operators can depend on this paper's uni- 

telr formity and ample A 
safety margins for i” 
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Asnap to handle . . . no curling, 

(both wrinkling, or buckling after proc- 
en by essing! Kodagraph Contact Paper 

’ have stays flat and folds cleanly for filing 
them, } and mailing —because Kodak re- 
alysis. search provides precision-made 
siness papers . . . emulsions designed 
wever, for contact photocopying. 
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EASTMAN KODAK COMPANY 
ch, 1948 Industrial Photographic Division 
Rochester 4, N. Y. 


| Kodag raph Contact Paper 


And nothing to change . . . same photocopying 
equipment, same technic: only the paper is new. It comes 
in standard-size sheets and rolls 
for all contact photocopying 
equipment. The details? Write for 
booklet. 


FREE—Kodagraph Paper booklet 


Eastman Kodak Company 
Industrial Photographic Division 
Rochester 4, N. Y. 


Please send me a copy of “The Big New Plus”— 
your booklet about Kodagraph Contact Paper and the 
other papers in the Kodagraph line. 


Name: 


‘please print) 


Department: 


Company : 


Street: 
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GENERALS 


wilt Tala Ie 


means 
increased 


Pencil value 


Eliminate office waste and lost 
time caused by inefficient pen- 
ceils. Start your savings today— 
order General’s Pencils. 


SEMI-HEX OFFICE PENCIL 
5 degrees No. 1-2-2 2/4- 3 and 4 


SEMI-HEX THIN COLORED 
Insoluble Crayon, 14 brilliant colors 


86% Oo xr7y- 


KIMBERLY DRAWING PENCIL 


22 degrees 6B to 9H-Extra B for 
layout and Tracing 1-2-3-4 


a, THIN COLORED 
ex and Round) 


Indelible ‘ek 27 popular colors 


c EN 


SUPER-DUPLICATING PENCIL 


Purple (in soft and medium) also 
red, blue, green, yellow, heliotrope 


a3¥ SOLL vs'n -XAH-INAS 7979)-09*PD SKIKHANTD 


GENERAL PENCIL COMPANY 


67-73 FLEET STREET+-+ JERSEY CITY 6, N. J. 


j 
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planning and achieving an increased Operating 
efficiency that tends to produce smoothness, eo. 
ordination, and overall cost savings in actual bugj. 
ness operations. However, it is only possible to 
obtain this objective when all functions are coor. 
dinated and working together in harmony. That 
means directly related functions must be brought 
together, and conflicting functions must be bal. 
anced in power to avoid undesirable influence oy 
one another. 

It is a great deal to ask of executives, who are 
daily engrossed in problems of manufacturing 
engineering, purchasing, financing, and selling, 
constantly to review and analyze their operations 
with an eye to improvement. However, their ut. 
most cooperation is necessary in making any pro. 
gram successful. In addition, a portion of their 
time should be devoted to the actual development 
of procedures. They should at all times be sym- 
pathetic and cooperate with those who are at- 
tempting to develop a new, revised, or improved 
standard. The shortest route to insure the finan- 
cial success of procedures is to have every member 
of the organization participate from the begin- 
ning. It is not an easy task for management to 
look at itself analytically and dispassionately. The 
procedures group can help to accomplish this fune- 
tion if every one will cooperate! 


Built-in Flexibility 
(From page 25) 

This chase runs completely around the outer 
wall of each wing on all three stories, except for 
the toilet areas, extending from window base to 
floor. Through the holes mentioned above as hav- 
ing been cast in the concrete floor, pipes carrying 
the various services are brought into the chase 
and are run, unseen, through its entire length. 

Likewise concealed in the chase are all the 
radiators that heat the building. These are lo- 
cated at each of the approximate 500 windows, 
and each is supplied with an automatic thermo- 
static temperature control for the comfort of the 
individual employee and for maintaining any re- 
quired temperature in any specific area. 

Just under the top of the chase, along the front, | 
are metal troughs which carry the telephone runs 
and those for the paging system. Beneath these 
are the various other services—hot and cold water, 


' 


i 


f 


‘ 


compressed air, drains for water from the labora | 
tories, and the different currents and potentials 


referred to earlier for both offices and labora 
tories. 

From this chase, at 6-foot intervals starting 
from the center of each window and running clear 
across the building to the center of the opposite 
window, are underfloor ducts carrying electrical 


(Turn to page 64) 
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End this Kind 
: of filing frenzy 
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... With the 6/W “Safeguard” Filing Outfit 


uter There is an easy way to make sure of having the 


for | papers you want when you want them. The G/W 
oe “Safeguard” Filing Outfit is simple to install, a 


ying | Sap to operate. With five minutes’ explanation 
hase anyone can file and find swiftly and accurately. 
he “Safeguard”? Outfits come ready-packaged for 
* ' one to four drawers of letter-size filing. Guides, 
lows, folders, labels, everything—including an easy-to- 


rmo- follow instruction sheet—is there. If you need a 
f the ln 


larger system or have special problems, your Globe- 
Wernicke dealer will gladly make a free survey and 
give you helpful advice. 

For complete satisfaction from your filing system, 
be sure to get the time-saving and energy-saving 
GlobeArt STEEL FILES, precision built for 
feather-touch operation. Ask your G/W dealer to 
demonstrate today—or mail coupon. 


ye FREE Se gghoaeauhelindendagaiaatneaiaaiaasiatciaabmiaieiea 


' Pes / =. Y | The Globe-Wernicke Co. 
‘ront, Find-i-tis* Booklet—amus- x * Dept. GOM 3-8, Norwood, Cincinnati 12, Ohio 


ing, easy-to-read, yet / Fy 
runs packed with facts that sim- =< No.) r 
these plify filing. Ask for it at here “eee l 
your Globe-Wernicke deal- / Eley 
vater, ¢r or send this coupon now. } kare “on NTS j | Name.... 
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Please send my copy of the Find-i-tis booklet. 


Ms Visible Record 


Office Furni 
Bookcases — ‘ 
Stationers’ Supplies 
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One of a series of messages to help you increase your understanding of business paper advertising, and its effect on your busines, 


What happens when 


the “push-overs”’ 


start pushing back? 


A‘ ANY GOOD SALESMAN, and he'll tell you that 
the lush days are just about gone—along with 
shortages, slow production and the sellers’ market. 


Today, customers are playing hard to get. The 
“‘push-overs”’ are beginning to push back. Production 
isn’t lagging any more—it’s already nearly double 
the pre-war level, and fast catching up with demand. 
There’s plenty cf healthy competition in sight. And 
you can be glad there is. 

American business has always thrived on competi- 
tion. It still can. But the machinery of selling and 
distribution will have to work at peak efficiency. 

And that means — more mechanization! 

Mechanization is simply the application of assem- 
bly-line methods to the manufacture of a sale. It’s 
the only way to balance mass production. 


With mechanized selling, you won’t turn prospects 
into “‘push-overs,”’ but you'll certainly get them lean- 
ing your way. By exploring the field, arousing inter- 
est, creating a preference for the things your company 


makes, mechanized selling multiplies the productive 


capacity of your sales force by the hundreds, or 


thousands, or by any number your market requires. 


But this machine is no stranger to you. You know 
it by its first name—ADVERTISING. 


We'd just like to point out that now is the time to | 


put the machine to work, more consistently, more 
aggressively than ever. And remember that when 
your advertising goes to work in the right business 
papers, with their tremendous concentration of hand- 
picked readers, it becomes the most efficient machine 
you can use for manufacturing sales at a profit. 


Just how efficiently does business paper advertising work? If you'd like to 
see some examples, we'll be glad to send you a recent ABP folder on actual 
results. Also, if you'd like reprints of this advertisement (or the entire series) 
to show to others in your organization, vou may have them for the asking. 


OFFICE MANAGEMENT AND EQUIPMENT 


is one of the 129 members of The Associated Business Papers, 


whose chief purpose is to maintain the highest standards of editorial 
helpfulnxess—for the benefit of reader and advertiser alike. 


60 OFFICE MANAGEMENT AND EQUIPMENT 


meri re 


ae sil Ee Se ce . ae a ee = £ Ci an -  - ees > Sa cae ne ar 
1 : . = ft a ' , = a 23 ip ma “ae vy - eg ST ae — 

ae . ’ . 4 iy 

a i s : 

7 A 
“—, ¢ | 
a4 * 7a ¢ 

‘7 eee 
J fet " = 
a * i, . | 
os ‘i 
= ep a 5 
Fi ca 7 
; 2 ee 
io a ' 
ae 
a 
_ : i 
8 
2B 
ad nf co ; 
i ' 
ee 

EF 4 
: - 
= ge } 
Pees: 1-4 
a 

7 » 
> ae 
a § 

ee 

a : 
‘ . ee 
: 4 

= ; 
ee 
43 ul 
i) 
‘ aan 
a 
oH 7 
7 . 
bh a 

a h vi 
ij ‘e i 
i 

° Se 

ae | 

. 5 t 
.Y oa 
; b 
—— | 
= ae } 
De - i 
— 7 > 
ca yO 
: 2 ee 
q 
pr 6 iz 4 - 
ie 
age a 
.) ae 
Ee AS om ON 
-F aan wi ‘mi 
i | VG, 
7: nt ee , 
, = 
a > 1948 
ar ee March, 

a : ; : 

ie ae he Ey “Sag Be. Son os i Te ah i i ail ‘ ca oe 
5 a hes ae ra > a bie he ee) aa: ie 3. \ Uo ae ee Pt ae ee a 

a ; o ee st ae a 1 ies i B=: ae ‘ 7 . eae 
Se tet: ets Be te, ie —. ee eae 4 as: Pie, ee i | b ny oe eA 
= ene nee Ey cata a ae as ae, ic i ae ed yt 
i ae ona ‘oa oe ’ 4 ae ee ee SG ny, ame ; . 4 “Ie ee 
= rs Srey “oF ae é =’ eS tee! FM tana. eo” re Bo 


ee 2 to. = . bee ae Oy ess ud s oe OR ae ae —) Rial A i 
ae ; a eee aan = ae = 3 we 3g a ice ‘ - ; : a p: > aan ’ c Psy 
al be } ; i : & ae . 2 See | e 
. wy i Wires we * ee ch od ot) ae ie 


- ae v  eakes a Be PT ae e 
& i 
LI 


AIR MAIL ENVELOPES § 
Ameuca 


“AIR MAIL ENVELOPES 
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announcing § 
the new 4-star 
Constellation} 


7 & ONION SKIN 


- COCKLE FINISH 


RAG CONTENTS 
OPAQUE 


Sizes: #634, #9, Monarch, #10, #11 
. and the new modem window .. . Air Mail 
Envelope. 


Sizes: #634, #9 and #10 
Samples gladly furnished on request. 


AVRICK PAPER CO. 


242 West 65th St. 
New York 23, N.Y. 


“Pioneers of Air Mail” 


dgcsigh Sask 


ss AU 
Ty TS 
ipa 
~)) 


an | 
siete oe a ch: : as ee ae 1 ee 
7 a ) | y ! / \ I { ‘ re | N \ | e 7 . () I ; ot ‘ 


- + LZ z mE me ——— —_ fim 
| uA SS ; 
| . .% . ae 8 ee pr Se : 
45 q ——— tu = =. , 
q a a agra 
3 oe cae = SX = ——e di 
- Cf oe 
. = SS Ss > ; 
: 7 ae oo, : ——— , 
: ‘a SS = = te | 
? 
oa, 
7 | \ 
eee 
| cocKLE rINISy 
aa Oo ONION SKIN 
" ‘ a G conn a | 
aa \ | 
: . : 
mt Si 
a ‘ Re ‘ oy ais? , : gall Z 
ae hae Bey a eS aie ae in bs 
a i 4 ; i ae de \ & eh : oe ana iz 4 stat < : =<) ay 


PR 


ie Kei h ; 


- SPEED-0-SCOPI 


STEEL STENCIL FILE CABINE 


11 E GRAND AVE, + CHCAGD 1, LLWOIS 


‘SPEEDO-PRINT CORPORATION 
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@ Whether your employ- 
ees use tilting, swivel or 
posture-type office chairs, 
it's the chair controls that 
carry the load. And this 
load must be measured in terms of peak worker effi- 
ciency, not merely pounds. 


SENG Chair Controls produce efficiency . . . through 
fatigue-free posture, easy tilting, smooth turning, de- 
endable no-wobble action. They're easy to adjust and 
ast as long as the chairs they control. 


Top men in industry have learned the relationship of 
correct seating to top efficiency. That's why they look 
for the name SENG on the mechanism of every chair 
they buy. SENG is the mark of built-in quality. 


For lasting employee satisfaction, make a note now to 
look for the name yourself. 


1450 N. DAYTON AVE. 
CHICAGO 22, ILLINOIS | 


“SENE 


SENG QUALITY PROTECTS YOUR REPUTATION 


| 
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(From page 58) 
services (including telephone) which can be 
tapped for desk or bench positions anywhere. 

Flexibility also marks the lighting system, Ry 
cept for the corridors, where incandescent lights 
are installed, non-shadow fluorescent lights pro. 
vide 50 footcandle illumination level at deg 
height. The layout follows the usual 6-foot Dat. 
tern, and all the lights in each 6-foot bay on each 
side of the corridor are on one control. Cireuits 
for each wing terminate in large panel boxes gp 
each floor. The groupings of lights may fp 
changed as room boundaries are shifted, increas. 
ing or decreasing the number on one Switch by 
means of a very simple connection. 

Due to the character of Weston products, the 
Production Control Department is highly special. 
ized and its problems are unique. There area 
great number of active instrument models and 
many parts go into the construction of each model, 
Naturally, this infinite variety means small runs, 
therefore Production Control needs to be close ty 
Tool Design, to Mechanical Engineering, to 
Methods. All these are adjoining on the first 
floor, with Methods also near to Standards. 

On the second floor the Patent Department is 
set in the midst of the Engineering Development 
groups. 

On the third, Sales and Order are adjacent, as 
are also Sales and Advertising. 

Order, File, and Production Control, which are 
very closely associated, are located in the same 
area in the north wing, one above another (dumb 
waiters carrying correspondence between floors 
in all wings). 

Each floor has its small storage rooms and 
maintenance service stations. 

The original purpose of the building, that of 
positioning for highest efficiency, has been hap- 
pily achieved, together with an exceptional degree 
of flexibility looking toward future positioning as 
well. 


Southwest Meeting (From page 26) 
small company may enlist the cooperation of em- 
ployees and start it; a specialized staff may be or- 
ganized; or an outside consultant may be called 
in to set up the program and train the personnel. 
He then discussed the second method in detail. 

The same field of management was discussed 
further by C. H. Dent, of Hardware Mutuals, 
Stevens Point, Wis., in his talk, “Work Simplifice- 
tion, a Planned Approach to Lower Office Costs. 
After pointing out that work simplification is one 
of the basic tools in lowering costs, Mr. Dent 
talked about the details of the installation of 
work simplification program. 

In his speech on “Color and Lighting,” Harty 
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MW design 
MEW efficiency 


The modern, up-to-the-minute design of the 
deluxe WOODSTOCK brings new ease and ef- 
ficiency to your office. A demonstration will con- 
vince you of its dependable performance. Get 
in touch with your local Woodstock dealer... 
he'll be glad to deliver one for a free trial. 


WOODSTOCK TYPEWRITER COMPANY woonstocx, IuINOIS 
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Wells. E. I. du Pont de Nemours & Co., drew at- 
tention to the physical side of the office. Mr. Wells 
emphasized the importance of scientific color and 
lighting in bettering seeing conditions, thus im- 
proving the working environment and raising ef- 
ficiency and morale. 

Mrs. Vera V. Green, of Botwinik Bros. of 
Massachusetts, Worcester, Mass., focused atten- 
tion on the small and medium sized office in her 
talk on “The Small Office Takes—and Gives.” 
Mrs. Green emphasized that an office manager 
who does not delegate authority is not only doing 
himself a great injustice; he is also doing a great 
injustice to his employer by not providing his em- 
ployer with security. 

Concurrent sessions on Program and Publicity, 
Research and Standards, Admissions, and Educa- 
tion were held on Association Day, opening day of 
the conference. These were followed by a sum- 
mary Session, at which reports on the concurrent 
sessions were given and Association topics were 
discussed. 

A banquet in the Adolphus Roof Garden was the 
evening feature on the second day. In his talk at 
the banquet on “He Who Laughs—Lasts,” Profes- 
sor R. E. Jackson of Texas State College for 
Women, Denton, Texas, pointed out the psycholog- 
ical value of laughter and gave the audience a 
chance to practice what he preached. Entertain- 


ment and dancing followed Professor Jackson's 
talk. 

Hugh Wichert, nationai director of NOMA, 
ended this highly successfui conference with ap 
address to the closing luncheon. In this address 
entitled “Looking Ahead,” Mr. Wichert empha. 
sized that it is no excuse to say we don’t haye 
time for human relations—we must make time for 
them. 


Bigelow-Sanford 
(From page 34) 

3. Desk, shelving, and radiator enclosing. This 
performs its functions in the individual executive 
offices efficiently and unobtrusively. The desk 
design aims at clearing as much floor space ag 
possible for rug display. At the same time, it aims 
at eliminating the psychological barrier caused 
when an executive sits behind the usual enclosed 
bulwark. The lower portion of the shelving serves 
as a convenient work area, a telephone stand, ete, 
The upper portions, which stretch in a continuous 
line along the windowed side of the room, provide 
adequate storage space and conceal the standard 
radiator fixtures at the same time. Like the egg. 
crate lighting, they form a design motif which 
carries over from Office to office, interrupted only 
by the dividing partitions. 

4. Secretarial areas. The fourth unified design 


They Correct Mistakes 


in Any Language 


No. 333 INDIA — The quality- 
standard, all purpose red rubber 
eraser (two sizes: 333, 334). 


j wa Keep stocked always in these two, fast 


moving, all purpose quality erasers. 


SSS 


ie WORLD'S QUALITY —” Bic 


WELDON ROBERTS RUBBER COMPANY 
“Newark 7, New Jersey — 
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Have you heard the rumor here and there 


That among chairs, we’re the hottest pair? 
Since our debut at the Stationers Show 


We've been invited everywhere. They were enthused about our *features, 


Liked i 
First the dealers twirled our swivels, bt ian ccetaeoie 


Signed on the line for shi tt 
Then they poked and punched our seats, igned on the line for shipments 


Of our numbers, Nine twenty—Nine twenty four. 
Sat on our laps and flexed our backrests, . "Y —— 


Adjusted to size—plus other feats. Now that we’re in production 
They are even more enthused, we’re told; 
For as soon as a customer sees us 
We’re decorated with a tag marked SOLD. 
* (1) Both chairs have four (yes 4) form 
fitting adjustments. 


(2) The new Firmflex Backrest provides a 
support which follows the body 
through every seated movement. 


(3) All metal parts have been Bonderized 
to protect the finish for years and 
years, 


Ce 4 Mg MU, My WOE f pt, 
‘ E LE GLI IE DLL OWUIOVEEIEE VG.» 


POSTURE CHAIR CO. 


Sturgis, Michigan 


Na 
kK 


Proces shown are for 


VERSILAN upholstery 


hy yp A 
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Office Managers 


e IT INCREASES EFFICIENCY 
e IT COSTS LESS 
e IT LASTS LONGER 


Kil-Klatter absorbs shock . . . makes fast 
typists faster. Kil-Klatter reduces noise . . . 
enables everyone in the office to finish more 
work with less wear on the nerves. Dentproof 
top, skidproof bottom. Fits all typewriters and 
many other office machines. 


AT YOUR STATIONER’S OR 
OFFICE SUPPLY DEALER 


AMERICAN HAIR & FELT CO. 
The Merchandise Mart, Chicago 54, Illinois 


KIL-KLATTER 


THE SCIENTIFIC TYPEWRITER PAD. 
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detail is the secretarial area. The custom-designeg 
desk units of natural bleached mahogany finish 
accommodate two secretaries. An integral pop. 
tion of the secretarial unit is the natural birch 
storage wall which runs along the entire L-shapeq 
perimeter. The interior side of this secretaria| 
storage wall provides individual closets, cabinets, 
and drawer space for the executive offices. This 
entire storage wall is demountable. It is actually 
a removable piece of furniture which can be takey 
apart and used elsewhere if desired. 

5. Covelighting strip. A fifth design detail js 
the indirect cove lighting strip which runs along 
the ceiling above the storage wall units. 

The air in all the offices is cleaned, heated, 
cooled, humidified, and circulated as desired, by a 
complete air-conditioning system. 


Simplification 
(From page 31) 


serge 


ee 


what are some of the circumstances that have im- 


paired the development of proper attitudes and 


caused employees not to be interested in the ex- 


pense aspects of their work? 

Mass production is the greatest contribution 
America has made to the economic world. Along 
with this emphasis on things—refrigerators, ra- 
dios, and the multiplicity cf items that represent 


our high standard of living—was a de-emphasis — 


of people. Four things have happened. 

(1) Lessening of personal contacts. In the old 
days, the man at the bench knew the boss, was 
greeted by him in the morning and had numerous 
contacts with him through the day. These con- 
tacts gave rhyme and reason to many of the ac- 
tivities that had to be performed. With big busi- 
ness today, it is necessary for the executive to 
work with many echelons of supervision. Each 
layer of supervision serves as a layer of insulation 
and separates the worker that much farther from 
his contact with the man at the top. 

(2) There has been a lessening of personal 


knowledge of how his job is tied in with company _ 


objectives. This is the result of the lessening of 
personal contact, the insulation of the various 
echelons of supervision, and the fact that manage- 
ment in many cases has not established proper 
channels of communication to cope with the new 
situation. 

(3) Lessening of personal pride in the product. 
This is not as pronounced in retailing as in assem- 
bly line operation, but even in retailing, many of 
the reasons for doing things are very vague to em- 
ployees. Work has been departmentalized to such 
an extent that many employees find it difficult to 
understand the part they are playing in the over 
all transaction. The de-skilling of work and mak- 
ing it routine has the effect of making the job less 
important. Consequently, it is to the individual 
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h, no- 
” hei Canbe * Smooth, 
, low 29 height. : _ 
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justable gliders. Reine 


more foot room. 


“ ae k 
CORRY- JAMESTOWN Stech Age. line of desks 


offers many positive advantages .- - 


glare Corroleum 


nd panels with 


harp ressors 

i : orners. No s P 

* Cleanly, attractively =. roeyections. + Box drawers operate ame 
for greater work! k ball bearing rollers. 

| ¢ Island type pontoon base gives ¥ Attractive hardware. 


drawer action 
be 


os Feather-touch af- 


—full progressive ball 
ing suspension. 


, ; m- 
stive side locking Co 
0 en in vertical file drawer. 


Everything about a Steel Age Executive Desk 
spells "Quality". The smooth, rounded contours, 
the pontoon bases, the new low height and the 
finished, work-of-a-craftsman look all add up to 
real pride in ownership. The quality's there in 
construction too. The drawers move at a feather 


This label is on every _ es 


genuine Steel Age desk | 


CORRY-JAMESTOWN MANUFACTURING CO 


The Steel Age 3,000 Executive Line desk— 
modern as tomorrow—a desk you'll be proud 
to own. 


touch, the file compressors are positive locking, 
and there's plenty of knee and foot room. Every 
Corry-Jamestown Steel Age desk is built with 
strength to spare. If your first consideration in 
desks is QUALITY, plan to visit your nearest 
Steel Age dealer soon! 
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NATIONAL PE NCIL CO MPANY 
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‘ 


less satisfactory and does not enable him to fog 
important. 

(4) The lessening of personal security. This jy 
one of the reasons for grasping at unionism ang 
accounts for so much talk at the present ting 
about an annual wage. 

The lessening of the employees’ contacts, know]. 
edge, pride in the product, and in his persona] ge. 


mentals of human nature. 


i 
curity have been instrumental in causing him ty _ 
have less interest in his job. 

We have explained why methods improvemey | 
and budgets as ordinarily conducted are not as ef. 
fective in controlling expense as they should be — 
because they run counter to some of the funda. 


We have also given | 


some of the reasons why employees have lost some | 


of the interest in their jobs. 


Can we overcome these obstacles, and if go, ° 
0, | 


how? 

Work simplification with the proper emphasis 
on human relations can make a major contribv- 
tion. 

Work simplification is the organized application 
of common sense to find easier and better ways of 
doing work. It is not the speed-up or the stretch- 
out. It does not emphasize working harder or 


faster, but stresses the elimination of lost motion | 


and wasted effort. 


It means eliminating work | 


that adds nothing to the value of the product or | 


the service. 
The basic philosophy 

The basic philosophy of work simplification is 
that the average person has the ability to think, 
that he can be trained to use a few of the tools of 
the industrial engineer—tools applicable to the 
general run of job—and that if he wants to, he can 
improve his own job. 


Every employee wants to feel he belongs, that | 
he is capable of producing ideas that management | 


can use, that his job is essential, and that his con- 
tributions, achievements, and accomplishments 
are necessary to the successful operation of the 


business. He wants recognition and appreciation. ' 
He enjoys being an individual with the right of | 
Work simplification is “bottom up” | 


expression. 
management, getting ideas from the bottom to the 
top. It is multiple management, using the ideas 
and brain-power of the many. It is freedom and 
democracy in business. 

A methods improvement is not difficult to sell 
when it is developed by the person actually doing 
the job. Instead of resisting change and resent: 
ing criticism, as he may if an outsider implies that 
his job is not being done properly, he advertises 
to the world what he has accomplished. He is 
proud of his ideas, his improvement, and himself. 
He thinks and believes the improvements are g004, 
and so he makes them work better. 

What does the training include? The training 
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includes not only open mindedness, the question- 
ing and challenging attitude, laws of motion econ- 
omy, but the use of the flow process chart as part 
of a five-step pattern for simplifying work. 

Let us assume that work simplification has been 
taught to every employee on the payroll. How can 
they use it? They can use it to systematically and 
effectively analyze every job that is being per- 
formed. This can be handled by each depart- 
ment manager procuring a list of every job under 
his supervision, then providing the time and the 
supervision for the group to analyze every job and 
simplify it. This means the scheduling of the im- 
provement conference for a specified time at def- 
inite intervals. There are few jobs that cannot 
be improved when the searchlight of analysis is 
turned on them. 

Let me emphasize again that these tools are to 
be used by the line organization, the supervisor, 
and the man on the job. Also, that no one has a 
monopoly on brain-power, that lying dormant in 
the minds of the employees is a reservoir of infor- 
mation and ability that can be drawn out and 
used. For example, we recently extended this 
training to some unskilled colored labor. A lift 
truck was used to set a pallet of material in the 
doorway of a freight car. From this location the 
men had to carry the material to load the car. One 


man suggested that the pailet be set on a dolly 
which could be pushed to the end of the car. The 
idea proved sound and saves walking loaded ang 
unloaded equivalent in one year to the distance 
from New York to San Francisco. Yes, there js | 
a reservoir of constructive ideas which if releaseq * 
can perform practical miracles in your business _ 
The aim of a work simplification program igs ty - 
create conditions which permit the developmen 
and application of these ideas. | 


° The Effect 

What would be the effect of these improve. 
ments? They would bring about cost reductions 
which would mean the savings of thousands of 
man-hours per year through elimination of useless _ 
work and the streamlining of useful work. The | 
savings which may be expected should be com. ° 
parable to those realized by Marshall Field & Co, 
That program which was initiated under my di- 
rection is currently reporting savings in excess 
of 660,000 man-hours per year and $45,000 in ma. | 
terial savings. The walking and truck pushing 
which has been eliminated amounts to more than , 
68,000 miles. 

I bring out these savings because you are sup- 
posed to be hard-headed business men and inter- 
ested in dollar results, but more important is the 
effect upon morale, on human relations, and on 


ae 


An Executive Posture Chair with 
Soft Molded Foam Rubber Seat over Springs 


..- Foam Rubber, Form Fitting Pivotal Back 
@ DESIGNED FOR THE FORGOTTEN MAN IN THE 
OFFICE... the General Office Executive by... 


“Taylor 


prerone. one, U.S. A. 


TheTaylor Chair Company 


This chair is built for active desk workers. The arms 
are all wood and are short to permit pulling up close to 
desk. It assures all-day comfort for the “forgotten man” 
who spends all day at his desk. Pivotal back has foam 
rubber cushioning. Seat cushioning is molded foam 
rubber over springs. 

The Taylor line is complete. Full line of other Taylor 
Comfortable-Posture Chairs for every office duty. Other 
lines in full range of models and pricing in All Wood 
Bank of England and Commercial Flat Back. Also 
Turned Leg and Modern Chairs. Upholstered Models. 
— finishes to match any new desk colors, wood or 
steel. 


ee ee ee ee ee ee ee ee 


THE TAYLOR CHAIR COMPANY 


Bedford, Ohio 


Please send to me, illustrated folder of Taylor Comfortable 
Chairs, prices and where | may obtain. 


No. 4835!/2 


BR oie. us caansennsee 
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The Gregg Point of Sheaffer Pens Speeds and Simplifies Shorthand 


Shorthand authorities agree that the Gregg-Endorsed point, 
available in Sheaffer pens, points the way to shorthand perfec- 


tion. Notes written with this superior writing instrument are cleaner 


we 
srroweoreumungreeseetannentad 


Look for the Gregg symbol 
on the barrel of Sheaffer 
pens. It identifies the best 
writing instrument for short- 
hand notes. 


and clearer . . . more legible and easier to transcribe. Before 
investing in another writing instrument for shorthand, don't fail to 
investigate the advantages of a Sheaffer pen with a Gregg- 


Endorsed point. Here, indeed, is a better point for better shorthand. 


SHEAFFER'S 


W. A. SHEAFFER PEN CO. 
FORT MADISON, IOWA 


KEEPS PENS CLEAN 


Sediment-free Skrip is the 
modern writing fluid that keeps 
pens in good repair. Free- 
flowing and instant-starting 
Skrip still sells at pre-war 
prices. 15c for the school size 
... twice as much for 25c. 
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employee attitude. Such a program can be the 
means by which employees regain an interest in 
their jobs. 

1. The presenting of a well worked out improve- 
ment affords personal contact with the group and 
serves as a channel of communication through 
which the employees can express their thoughts 
to management and receive their approval or dis- 
approval. 

2. The knowledge of the employees will be more 
complete and specific in relation to their own jobs 
as well as to those around them. 

3. The personal pride of the employees increases 
as their jobs withstand the challenging and ques- 
tioning and are found to be essential to the over- 
all picture. 

4. The finding of the best way of doing all jobs 
and then performing them with intelligent inter- 
est helps the company retain a competitive posi- 
tion and continue to provide jobs. The employee 
who uses his imagination and initiative will be 
more valuable and consequently more secure. 

When the improvement that has been worked 
out is adopted by management and installed, the 
group feels a relatedness to each other, they have 
a feeling of belonging-ness to the group and to the 
company, and a satisfaction of being of value to 
other men. They experience a feeling of accep- 
tance, of approval, of appreciation, of companion- 
ship. 


The adoption of the employee’s idea PYOVides 
the satisfaction beyond and in addition to th f 
financial reward represented by the paycheck. Sy. | 
isfaction comes from recognition and prestige, 4, 
a member of the group, each has an opportunity 
to participate in the planning, layout, and detajj | 
of his own work. The group in solving the prob. 
lem as a team becomes more closely related, ang | 
the result is the happy, satisfied worker who j; | 
more efficient and more productive. 


Important in retailing 


The happy, satisfied worker is particularly jp. 
portant in retailing because so much of it consist 
of personal relationship. If the customer is hap. 
dled indifferently and unsatisfactorily, there is yp 
automatic gauge which indicates that. The ev. 
tomer may voice a complaint, but if she does not, | 
it is al} the more serious because she may never 
return to your store. Consequently, it is important 
to have intelligent and interested vigilance at the 
point of operation. This is only possible when the 
employees are happy and satisfied. 

Control through improved morale means contro 
from within instead of from without. You can 
establish budgets and write procedures, but it is 
very difficult to make the employee conform. (1 
the other hand, if he is interested, has been ae. 
cepted and approved, feels his belonging-ness ani 
his importance, he welcomes budgets, standards, 


* * 
National (}ffice \anagement Association | 
29th INTERNATIONAL CONFERENCE | 
AND 
ANNUAL OFFICE EQUIPMENT EXPOSITION | 
KIEL AUDITORIUM 
ST. LOUIS — MISSOURI 
MAY 23, 24, 25, 26, 1948 
Write to 
A. C. SPANGLER, National Office Management Association 
12 East Chelten Avenue Philadelphia 44, Pa. 
* * 
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What every P.A. should know 


Any secretary will be glad to tell you 
that all carbon papers are not alike. 
Webster’s Micrometric, for example, is 
the only carbon paper with the numbered 
scale that warns typists when they ap- 
proach the bottom of a page . . . assures 
neater spacing of letters and reports... . 
results in faster work . . . helps secreta- 


ries avoid smudged fingers from carbon 
backs. 


Yet Micrometric costs no more than any 
other quality carbon paper. 


Factory warehouses from coast to coast 
mean quick delivery of Micrometric and 


other Webster products to over 1500 
dealers — and to you. Order *‘Webster’s”’ 
the next time you want carbon paper or 
typewriter ribbons; duplicating carbon 
papers and accessories, carbon paper rib- 
bons for photo-offset work; ribbons and 
carbons for Elliott-Fisher, Addressing, 
Adding and International Business 
Machines. 


Consult your nearest dealer, or write to 
F. S. Webster Co., 9 Amherst Street, 
Cambridge 42, Mass. Warehouses in New 
York, Philadelphia, Pittsburgh, Detroit, 
Chicago, San Francisco. 


Better buy... 


WEBSTER’S 


Micrometric Carbon Papers and Typewriter Ribbons 
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WRITING 
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QUALITY \ \ PENCILS 


ah 


MICROFINE LEAD 


makes these the smoothest 


writing pencils, easiest on the 
fingers, uniform forever and 


amazingly economical. 


Ready-sharpened, in 5 popu- 
lar grades . . . a marvel of 
writing efficiency, preferred 
by business and scholastic 
folk . . . because they con- 


sistently give more for the 


money! MORE, that is. . 


Also try the famous 


Ornenc 


Indelible Water Color Pencils | 
Indelible Copying Pencils 
Drawing Pencils 


—_—e 


Hexagon . . - Green with striped 
edges characteristic of OTHELLO .. . 
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OFFICE MANAGEMENT AND EQUIPMENT 


and controls because he will use them to shoy 
management how good he really is. In the firg 
case, there is the control from top down by regi. 
mentation. In the second, there is control by the 
individual in performing to his own satisfactigy 
in a free, democratic American way. 

No one of us can think as well as all of us. Why 
not tap this great reservoir of productive power 
initiative, and intelligence and while develop; 
better people—500, 1,000, or 10,000 of them—jg 
them find a better way of doing everything in the 
business. 

In summary then, let’s recognize the factors es. 
sential to job interest, namely: personal contact, 


knowledge, pride, and job security; and reali | 
the importance of relatedness, belonging-ness, ae. | 


ceptance, appreciation, recognition, prestige, and 


the significance of accomplishment, especially as 


problems are worked out as a team. 
A carefully planned and well directed program 


in work simplification can be the vehicle around — 
and by which many of these basic wants and de. | 
sires can be satisfied. Such a team of happy and — 


satisfied workers will solve any problem that con- 
fronts them, including the simplifying and im. 
proving of their work. That will result in an ef. 
fective expense control from within based on 
sound principles of human nature. 

I close with a verse by Edwin Markham: 


Why build these cities glorious 
If Man unbuilded goes 

In vain we build the world 
Unless the builder grows. 


McBee's New District 

As a part of the development of the new Pacific Coast 
Division of the McBee Co., E. R. Freed, divisional manager, 
Los Angeles, has announced the establishment of a new dis- 
trict in San Francisco with O. M. Larson as manager, and 
Kenneth Logie as assistant branch manager. Plans are under 


O. M. Larson Kenneth Logie 


way to have representation in all the major cities of the new 
division which covers 11 states. 


The new manager is well known in his territory. For the | 


past ten years he has been a specialist for the Charles R. 
Hadley Co. in San Francisco, and has installed many of the 
complete modern accounting systems in use there. 

Mr. Logie takes over his new position after thirteen years 
service with the Charles R. Hadley Co. Before the war he 
was Portland, Ore., manager for that concern. 

The McBee Co. manufactures special accounting methods 
and equipment. Its main plant is at Athens, Ohio. 
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the new 


The binding medium used 
in ACCOPRESS Binders is 
the ACCO Fastener of 
pliable steel. All standard 
perf 4 ppli A in 
loose Leaf Forms are 
matched in ACCO binding 
service. 


ACCOPREsS BINDERS are built for low cost filing 
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ACCOPRESS Binders have no bulky 
mechanisms, always lay flat and stack 
easily on desk, storage shelf, or in filing 


drawer, ACCO fasteners are made 
with the following centers: 2%", 3'/", 
4/2", 5/2", 6", 7", 8", and 8/2"", Con- 
one - tents can be indexed by !-Line or 2-Line 
T - '  Make-UR-Own Index Tabs. 

J 


ACCOPRESS BINDERS 


for Economical Binding 


casts ma atl: (slice tee eon sae 
lilies 


work of Binders costing four to five times more. 


and storage of all office records. 


The economy 


Normal binding capacity of three inches for 1,000 


of ACCOPRESS Binders makes it sheets is provided in each ACCOPRESS Binder, but 


For the | 


narles R. 
ry of the 


en years 
» war he 


methods 
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possible to organize all records after being trans- 
ferred from active service, and to eliminate tied and 
parcelled groups which cause time-wasting on every 
occasion of reference. ACCOPRESS Binders do the 


when desired, 4”, 5”, or 6” capacities can be pro- 
vided by increased prong lengths of the ACCO Fast- 
eners with which the binders are equipped. 


Ideal Binding for These Records 


ORDERS — INVOICES — VOUCHERS — SALES SLIPS — DELIVERY 
SLIPS — INVENTORIES — PRICE LISTS — ESTIMATES — SALES DATA 
STUDENTS’ NOTES — SPECIFICATIONS — ACCOUNTANTS’ FORMS 


and other sheets from 4” x 6” to 36” x 40” 


ACCO PRODUCTS, INC. 


OGDENSBURG 


NEW YORK 
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CARBON PAPERS — 
Be and 3 


TYPEWRITER RIBB 
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If if's WRITE- | 
if's RIGHT! 


WRITE long-lasting carbon papers are guaran- } 
teed to give more copies and cleaner carbons > 
... save time and lessen the wear on your 
office staff. 


WRITE long-wearing tyewriter ribbons turn out 
4 : the clean, crisp letters that are your introduc- 
' tion to prospective + s ... make the 
desired impression. 


; 9 WRITE Carbon Papers and Typewriter Ribbons 
are the products of long years of experience i 
and technical skill . . . assure outstanding per- a 
formance and unexcelled results. * 

= 


For superior results—use a superior product. 


WRITE Carbon Paper S 
and eo 
Typewriter Ribbons 


Ask your dealer, or write us today for FREE 
samples and attractive prices. 


INCORPORATED New York 17, N. Y. 
 \. “FACTORY: Bridgeport, Conn. _ 
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Changes at Todd 


Several changes have been made at the Todd Cy 
Rochester, N. Y., manufacturer of fraud-preventing checks 
payroll systems, and Protectograph check writers and Signer; 

New assistant general sales manager of company is LL 
Greene, who since July has been director of sales Promotion 
and advertising of the company. He will continue in both 


|. L. Greene 


x 
3 


' 
positions, and in his new capacity will assume charge of ad. 


ditional phases of the sales program, especially field work | 
with the company’s 32 zone managers. 

He joined the Todd Co. in 1933, and served as zone man. 
ager at Newark, N. J., and Chicago before moving to th | 
Rochester headquarters in July to assume direction of th | 
sales promotion and advertising program. 


Appointments of M. G. Swarthout as Cleveland zone sale 


oe 


M. G. Swarthout Edward Klein 


manager and of Edward Klein to succeed him as director of [ 
sales training were also recently announced. 
Mr. Swarthout takes over the Cleveland zone after mor — 
than two years as Todd’s director of sales training. Pre © 
vious to his appointment to that position in 1945, he wa 
with the sales staff in Detroit. Before joining the Todd or 
ganization, he sold for the Tobin Packing Co., Ft. Dodge, la, 
then associated with the Rochester Packing Co. and now con- | 
solidated as the Tobin Packing Co. of Rochester. i 
Mr. Klein moves to Rochester from Boston, where he has | 
been assistant zone manager since 1943. He joined the Todd 
sales force in 1941 at Albany and later moved to Philadelphia 


New Fire Extinguishing System 

The American-LaFrance-Foamite Corp., Elmira, New 
York, has announced a new carbon dioxide fire extinguishing 
system for protecting Class B and C risks requiring localized 
or total flooding, and for rotating electrical units requiring 
a sustained discharge of carbon dioxide. 

This new system, according to the manufacturers, auto 
matically shuts off power units, closes windows and door 
when fire strikes, but only after first sounding an alarm 
permit employees’ exit from the fire area. 

The company says it is a flexible unit, readily adaptable 
to all needs a fire risk requires. It can be easily installed 
and serviced. Additional cylinders can be quickly added 
should a risk be increased later to require added protectio® 
Illustrated literature is available free. i 
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THE BIG NAME IN FILING EQUIPMENT 
@ EXCLUSIVE 


Concealed Safe Unit is a patented fea- 
ture available only to Invincible users 
because only the INVINCIBLE line of 
metal filing cabinets has it! It offers 
security for your valuables and confiden- 
tial papers in your home or office. 
Concealed Safe Units are available in 
the 2, 3 and 4-drawer filing cabinets. 


Invincible Filing Cabinets 
You have a choice of four beautiful finishes: olive | drawer size. All fittings are metal. Cradle-type 
green, grained walnut, grained mahogany and the drawer suspension gives you super-strength for max- 
new Modernaire gray. imum drawer load. See your Invincible dealer or 


All filing cabinets available in either letter or cap _ write Invincible Metal Furniture Co., Manitowoc, Wis. 
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In one hour your office girl can make at least 5 times as 
many copies with Portagraph as your secretary can make 
with her typewriter. Latest statistics show that it takes 
at least 20 minutes to type and proofread an original 


and 3 carbons of a full 600-word page—or 3 originals 
and 9 carbons an hour. 


Portagraph, on the other hand, will copy 60 individual 
records, 30 duplicate records, 20 triplicate records, etc. 
..-in that same hour. \t will handle all the copying work 
of a stenographic pool—leaving your typists free for 
more important creative work: 


You can estimate just how much time Portagraph will 
save you by using our new Copying Analysis Form. It 
provides you with a yardstick by which you can deter- 
mine the amount of time your people now spend manu- 
ally copying records. And simply by dividing the total 
number of copies by 60 you'll get the number of hours 
it takes to copy those same records with Portagraph. 
Write for a supply of these forms today. They're free. 
Address: Remington Rand, Photo Records Division, 
Room 2617, 315 Fourth Avenue, New York 10, N.Y. 


*60 PHOTOCOPIES—60 MINUTES 


Rand 


Greater business efficiency through photography 


with 


QuPLIS TICKERS 


DUPLISTICKERS 


for general office work 


MAIL-AIDS 


for bulk mailing economy 


one master sheet 


i - 


makes all "es 


these address labels 


Hi 
= 


If you have a gelatin or liquid duplicating machine, | 


simply make master copies of your mailing list in the 
regular way, using as a guide a Duplisticker or 

Mail Aid sheet to correctly space the addresses between 
perforations. When the mailing is ready, use the 
master copy as you would on any other job but feed 
in these gummed and perforated sheets of labels. 


For repeat lists, run off as many as you need for 
6 months or a year. Works like a stencil at 14 the cost! 


With duplicating equipment, a typewriter will do the 
addressing for 4 different mailings to the same list by 


using carbon paper between sheets. 


Cut your addressing costs! Order now from your 
stationery supplier. 


EUREKA SPECIALTY PRINTING CO. 
Stationery Division, Dept. GE, 
Scranton, Pa. 
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“the name to stick with” 
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DESH Bal the WELIS way 


...... bull the WISE way! 


AVAILABLE IN 
GOLDEN OAK 
LIMED OAK 
WALNUT 


Ne. 6730 EYE-LINE taney 7 


RECESSED BACK 


Manufacturers of the World’s Finest Office Desks and Chairs 


GENERAL OFFICES 

725 S$. LA SALLE ST. 

CHICAGO 5, ILLINOIS 
e 


TELEPHONE 
HARRISON 1100 


CABLE ADDRESS 


OFFICE FURNITURE COMPANY WELLOFF, CHICAGO 
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OFFICE MANAGEMENT 


\\ 


OFFICE MANAGEMENT AND _ EQUIP- 
MENT, so entirely different from dealer publi- 
cations, is edited exclusively for the top office 
management executives of the biggest commer- 
cial and industrial organizations of the nation. 


It is the office executive’s own magazine, paid 
for and read by these busy men because it tells 
them the things they want to know, deals with 
their problems of management, methods and 
personnel—and keeps them posted on the 
newest and best in office equipment of every 
kind. 


Each month, through its editorial pages and 


_ “EQUIPMENT =f. 


tj 
ttYviynys 


ida 
—————— 
Se 


advertisements this magazine presents the pro- 
ducts of many of the leading manufacturers of 
office equipment and supplies. 


More than 8,000 of these extra monthly 
salesmen—these copies of OFFICE MAN- 
AGEMENT AND EQUIPMENT are regularly 
calling upon the top office executives of 
the nation's largest industries and organi- 
zations. These are the men who make the 
decisions or purchases for complete instal- 
lations and replacements; in fact, for 
practically everything of importance in 
office equipment. 


260 FIFTH AVENUE 
Also Publishers of: GEYER'S TOPICS, THE GIFT & ART BUYER, SPORTS AGE and TRADE DIRECTORIES. 


So—OFFICE MANAGEMENT AND EQUIPMENT is paving the way for your 


salesmen—making selling easier and more profitable for you. 


OFFICE MANAGEMENT 
and EQUIPMENT. 


THE OFFICE EXECUTIVE’S OWN MAGAZINE 


OFFICE MANAGEMENT AND EQUIPMENT 


NEW YORK 1, N.Y. 


March, 1948 
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Compare them for quality—compare them for 
price with any lettering guides on the market. 


Only C-Thru’s modern engineering methods 
could have turned the trick. Just LOOK at 


these advantages: 


MADE OF TRANSPARENT PLASTIC THAT'S 


PLIABLE YET HAS UNUSUAL RIGIDITY — 
AN ESSENTIAL FOR GOOD LETTERING 

SO SIMPLE TO USE THAT EVEN AN 
AMATEUR CAN OPERATE THEM ON SIGHT 
CAN BE USED WITH EITHER SHARP PENCIL 
OR INK 

PACKED IN A BOX THAT HAS UNUSUAL 
PRESENTATION APPEAL — USEFUL TOO 
FOR CUSTOMER TO STORE GUIDES WHEN 
NOT IN USE 


Individual prices sent on request 


The most exciting merchandising 
development in this field in years! 


RETAIL $Q.00 


for set of 6 guides 


HAS COMPLETE ALPHABET, ALL NUMBERS 
AND COMMONLY USED SIGNS — ON 
EACH GUIDE 

EACH GUIDE HAS AN UNDERCUT SO AS 
TO PREVENT INK SMEARS WHEN GUIDE 
IS. MOVED FROM ONE CHARACTER TO 
ANOTHER. 

MOST LETTERS ARE FORMED WITH ONE 
OPERATION — A FEW WITH TWO 

SIX GUIDES IN EACH SET — 1/8”-3/16"- 
1/4”-5/16"-3/8"-1/2” sizes 


ORDER NOW FOR EARLY DELIVERY 


RULERS + TRIANGLES » NAVIGATIONAL INSTRUMENTS » STENCILS = PROTRACTORS + OTHER DEVICES 


WW Ae Bag 


HARTFORD, CONN., U. S. A. 
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KEEP BIG REFERENCE 


Top 1234’x24”, 
Height back 
3219”, 
Front 2834” 


...WITHIN 


— EASY 


REACH! 


rdinal REFERENCE 
BY BOOK STAND 


Simplify use of Dun & Bradstreet Reference Book, 
dictionaries, registers, etc., by using this rigid 
All Steel Stand. Mounted on Casters for con- 
venience. In use wherever large books are 
necessary. Obtainable thru your local stationer 
or office furniture dealer or write direct. 


CARDINAL SALES, INC. 


5631 West Madison St. Chicago 44, Illinois 


Budget Talks at OEA 


Louis E. Yavner and Professor Coleman L. Maze spoke 
on the recent New York’s Citizens Budget Commission Re. 
port and how it may be applied to business, at the February 
18th meeting of the Office Executives Association of Ney 
York, Inc. 

Mr. Yavner, former Commissioner of the Department 9 
Investigation and Secretary of the Department of Purchase 
of New York City, was designated special counsel by the 
Citizens Budget Commission to direct and coordinate a sy. 
vey requested from the Commission by Mayor O'Dwyer, 


The survey was designed to simplify and improve the 


methods of five of the largest city agencies—the Police, Fire h 


Correction, Sanitation and Public Works departments—which 
have a combined budget of $173,000,000. The survey had two 
primary purposes: to discover how the city government can 
give more value for the public’s money without reducing 
existing services and how the city can meet demands for jn- 
creased services at least in part by feasible economies jn 
existing services. 

Professor Maze, past president of the National Office Man. 
agement Association and professor of management at New 
York University, supervised the studies of office manage- 
ment in the survey. 

Citing the great increase in the cost of operating the city, 
and how important it was that individuals such as those in 
his audience take an interest in city affairs, Mr. Yavner de- 
scribed the beginnings of the Citizens’ Budget Commission. 

“This coming year,” he continued, “a new budget will be 
announced which will in time make a billion dollar: budget 
look commonplace.” 

He was forthright in his defense of city personnel when he 
said that the great percentage of municipal employees are 
hardworking and sincere. “But unfortunately,” he went on, 
“they are untrained. The tools and techniques of manage- 


BI-FOCAL 
GUIDES 


They cut filing costs! 


straight or slumping, it can always be seen. 


or fingers cut. 


investment. Write for samples. 


INCORPORATED 


HARTER and SIKES Chairs, 


The F. E. B. “Bi-Focal” is the most clearly visible guide 
manufactured. Whether it is in the top or bottom file drawer, 
The Bi-Focal 
Guide’s front edge is smoothly rounded and the celluloid is 
cemented to the stock, so that cards will not catch or be torn, 
The Bi-Focal is strong, easy to read —a good 


FILING EQUIPMENT BUREAU 
27 Melcher Street. Boston 10. Mass. 


SPRINGFIELD 


CHICAGO NEW YORK BE NEWARK 
PROVIDENCE ao LOR s 
FALL RIVER ae CP WORCESTER 


ROL-DEX, and SPIN-DEX 


OFFICE MANAGEMENT AND EQUIPMENT 


GIVE 


Help us build 


Hope Institute 


First model hospital 
for care of advanced 


cancer patients 
2 


THE NATIONAL 
CANCER FOUNDATION 


85 FRANKLIN STREET 
NEW YORK 13, N. Y. 
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IFTY YEARS AGO, when Sheppard first began 
making “Modern Loose Leaf” Record-Keepin 
Equipment, the infant automobile wasn’t as goo 
business as harnesses and carriages. But, like 
many ventures today, it looked promising. Shep- 
pard . . . then, as now, alert, imaginative and 
cooperative . . . designed and manufactured tailor- 
made record systems that would guide the — 
industry into recognized channels of efficiency an 
profit. 


A “look at the record” through the years afforded 
Management a constantly true reflection of its 
affairs until, today, the automobile industry has 
become the giant that it is. 

CESCO, too, deserves a “look” . . . because it is 
now the dependable and efficient source of record- 
keeping equipment that will help to steer YOUR 
business over the rough spots. 


Investigate the Advantages! 


SEND FOR DESCRIPTIVE LITERATURE OF THE 
CESCO BUSINESS SYSTEMS DESIGNED FOR YOU! 


The C. E. Sheppard Co. 


4409 21st Street, Long Island City 1, N. Y. 
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LETTERS 
CIRCULARS 


The POSTAL SCALE 
your customers have been looking for. . . the 
ACCURATE Model 101A, an all-metal scale 
with patented cantilever spring action (no 
coils). Domestic postal rates in various classes 
up to 12 ounces. Table top (2! x 3”) de- 
pressed in center to accomodate mailing tubes. 
Three colors: office green, red and ivory. 


ACCURATE PARTS MFG. CO. 


Fisac till ao 


$47-4 


AUTOCOPY RIBBONS 
MAKE BETTER MASTER SHEETS 


Made of the finest cloth and scientifically inked to make 
clean, sharp master sheets, AUTOCOPY ribbons are 
known for their high quality. 

AUTOCOPY ribbons are made in Semi and Full Ink- 
ings, and are available in purple and purple and red. 
Copying and in combination with Record Inking for spe- 
cial purposes. 

AUTOCOPY ribbons are made for all makes of type- 
writers. Ribbons for adding and bookkeeping machines 


are special. 

AUTOCOPY, INC. 
462 W. Superior St. 18 W. 18th St. 
Chicago 10, Illinois New York 1, New York 


ment have to be taught to administrative individuals.” 

Mr. Yavner pointed out that New York wasn’t the only 
city to have this great problem of excessive operating Costs: 
that local governments all over the country have the same 
situation as a result of the inflationary condition now exist. 
ing in the country. 


“We are not the masters of our fiscal fate,” Mr. Yavner 
said. “Cities are the creatures of the state; state legislation 
has a great effect on the cities’ costs of operation, Until 
there is a change in the relationship of city to state govern. 
ment, we will have to effect what economies that we can,” 

Mr. Yavner felt that the city had a need for a Division 
of Administrative Management to do the over-all job of 
cleaning up operational practices. A management unit jp 
each city department would be adjuncts of this division, 

Dr. Maze summarized the work of the commission, which 
is showing the city how it can save millions of dollars an- 
nually. He emphasized what should not be done in the of- 
fice. He mentioned lack of supervision, lack of succession, 
improper filing, and the lack of a proper program for the re. 
tention and destruction of records. 

He also said that the improper application of machine 
equipment was widespread. He also said that in the police 
and fire departments in New York the commission found 
uniformed men, trained for police and fire fighting duty, 
doing clerical work. 

Present at this meeting was William H. Evans, executive 
secretary of the National Office Management Association, 
who was introduced to the gathering by David E. Griesemer, 
Babcock & Wilcox Corp., president of OEA. Mr. Evans, in 
an impromptu report to the chapter, expressed his pleasure 
at the manner in which the board of directors was interesting 
itself in chapter activity. 

Walter Welch, Combustion Engineering Co., chairman of 
the chapter’s membership committee, announced that the 
roster of OEA now stands at 562. 

Mr. Griesemer reported that the chapter's salary survey 
had reached the membership in February. He described the 
mailing as reaching companies whose total body of em- 
ployees numbers 66,000. 


Cost Accountants’ New England Regional 

Thomas L. Morison, president of Boston Chapter, Na- 
tional Association of Cost Accountants, has announced the 
holding of a N. E. Regional Cost Conference on Thursday 
and Friday, April 8th and 9th, 1948, at the Hotel Statler, 
Boston. 

John F. Clarke, vice-president of the Boston Chapter and 
partner of Patterson, ‘Teele & Dennis, public accountants, is 
general chairman. He will be assisted by Russell H. Hassler, 
professor, Harvard School Business Administration; John A. 
Beckett, professor, Massachusetts Institute of Technology; 
Paul E. Tierney, assistant auditor, John Hancock Mutual Life 
Insurance Co.; Robert R. Haskell, manager, Ditto, Inc} 
Joseph A. Tansey, comptroller, Cambridge Rubber Co.; Sten 
G. Nyberg, public accountant; Thomas Dunbar, controller, 
Metropolitan Transit Authority; Clinton W. Bennett, C.P.A; 
Charles Craven, controller, Brownings Laboratories, Inc, 
and James McTaggart, asst. comptroller, Photoswitch, Inc. 

A partial list of the subjects to be discussed and the speak- 
ers are as follows: Problems of an Inflated Economy, Sumnet 
Slichter, Lamont Professor, Harvard University; Cost Con- 
cepts from a Labor Point of View, William Gomberg, direc- 
tor of management engineering, International Ladies Gar- 
ment Workers Union, New York; Cost Accountants View- 
points, Mason Smith, partner, A. T. Kearney & Co., Chicago, 
National President NACA; Break-even Points, Charles 2 
Gleason, consultant, Sylvania Electric Products, Inc., New 
York, and Cost Reduction, Dr. Charles Reitell, partner, 
Stevenson, Jordan & Harrison, Inc., New York. 
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BROWNE-MORSE 


STEEL FILES 


Better-than-ever Browne-Morse quality, mass produced 


ee Ee 


with modern facilities. This new Browne-Morse file is 
designed to fit the spirit with which American business 
faces the development of today’s markets. Sturdy, 
rigid, long lived and dependable, with a smooth, easy 
draw action that simply breezes open and shut. Its 
quality surpasses the expectation of users and dealers — 
for office equipment designed and built to meet the de- 
mand of the forward looking business man. Check the 
features of construction and operation listed below which 
make this Browne-Morse file the best engineered in its 
price range today. 


Write for complete data on Browne-Morse en- 
gineering service... helps you build efficiency 
into your office operations, 


Reinforced, h , one-piece Patented extension arms channels —_ Jam-proof, sure- positive-acting 
parr nce 7 are ame il permit inserts to be made in a few folloner block be berg files rigidl 
roller bearing equipped for a positive minutes. All-welded steel frame creates _—_at attention at all times. A li 4 
free-floating action. Extension arm is a solid, rigid unit. Positive action on pak 5 lock releases block 
tibbed, providing a minimum es drawer i for quick, easy adjustment | 


ARCHITECTS OF EFFICIENCY FOR AMERICA'S OFFICE 


MUSKEGON Browne- Morse MICHIGAN 


MANUFACTURERS OF STEEL OFFICE EQUIPMENT AND FILING SUPPLIES FOR OVER 38 YEARS — 
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All popular grades, _ sizes, 
capacities. Canvas or simu- 
lated leather. Stiff or flexible 
covers. Nickeled ring mechan- 
ism. 


Metal-Hinge Ring Binders now 
available in all popular sheet 
sizes and capacities—I4 new 
stock numbers. 


Write today for catalog of our complete line, 
or see your local stationer. 


EL 
rs 


ae BE FILE & BINDER CO. Inc 


New York Office—200 Fifth Ave. 


Boston Office—I0 High St. - 


E és) 


be 


COMPLETE LINE OF 


OIL COLOR SETS 


$3.00 TO $18.00 IN ATTRACTIVE WOODEN BOXES 


All sets contain palette of 
colors, brushes, linseed oil, 
turpentine, palette, etc. 


ORDER FROM YOUR 
STATIONER 
TODAY 


WRITE FOR ILLUSTRATED CATALOG 


NOBEMA Preducts Corporation 


141 GREENE ST, NEW YORK 12, N.Y. 


OFFICE MANAGEMENT AND EQUIPMENT 


1.B.M. Director 


Hon. Lamar Hardy, former U. S. Attorney for 4 

r: 4 at 
Southern District of New York and former corporation coun. | 
sel for the City of New York, was recently elected a directo, 


Hon. Lamar Hardy 


of International Business Machines Corp., 590 Madison Ave, 
New York, succeeding John L. Stainton, who has resigned, || 
Mr. Hardy, who is a member of the law firm of Davies | 
Auerbach, Cornell & Hardy, is a graduate of the University 
of Mississippi and of Vanderbilt University Law School and 
is a member of the American and New York State Bar Ags. 
ciations. He also holds an honorary degree of LLD. from 
the University of Mississippi. i 


The Filing Association Meets 

Ralph B. Randall of the Microfilm Corp. was the gues 
speaker at the February 9th meeting of the Filing Associa. 
tion of New York, which met in the Hotel New Yorker. Hi: . 
talk, Microfilm-by-Microstat, was supplemented with a dem- ' 
onstration of how the machine works. } 


: 


‘ 


Training Head Appointed 

An appointment to organize the training and educ- 
tion of City of New York employees in modern principles 
and practices of management was recently given to Herman 
Limberg, an instructor and the supervisor of curriculum 
for the Small Business Management Course offered at the 
City College Midtown Business Center, 430 West 50th Street, 
New York. He has assumed his new duties at the Munici- 
pal Building, New York. 

The newly developed training and educational program 
will be given to assist New York City employees who have 
been designated to serve as department analysts in various 
city departments. 


Office Executives to Award Scholarships 
To encourage study in the field of office management, 

and to help in filling a growing demand for personnel 
trained in office management, the Office Executives Asso- 
ciation of New York is again awarding two scholarships 
in office management. 

The recipients of these scholarships may attend the col- 
lege or university of their choice, beginning either in July 
or September, 1948. 


Riley Promoted 

H. Percival Riley, immediate past president of the 
New York Chapter of N. O. M. A, has been promoted :from 
the position of manager, New York district of the Ediphone 
division of Thomas A. Edison, Inc., West Orange, N. J. t 
supervisor of branches, National Sales Department of the 
same company. 

With a background of over 22 years with the compally, 
covering sales and office organization, Mr. Riley's ne¥ 
duties will be to co-ordinate the office procedures of al 
branch offices and to set up standardized office records and 
procedures and job descriptions and classifications. 
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THESE ACCESSORIES 


When you spend unnecessary time in adjusting your 
duplicating machines, dollars dribble expensively away 
—for time is money. You require less time for press 
adjustment when your rollers and blankets are abso- 
lutely accurate. That's one of the many big reasons why 
it pays to use Mercury-Graph and Mercury-Lith acces- 
sories. They are custom-made by skilled craftsmen, ac- 
customed to manufacturing products that are as accu- 
rately built as a fine watch. For a generation, men with 
this highly developed skill, and the company behind 
them, have established Mercury products as a leader in 
their field. You cannot buy finer accessories at any price. 


~ a 


RAPID ROLLER COMPANY. 


M. RAPPORT, Pres. 


| Federal at 26th Street 
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another DACO 
money maker 


New! Improved! Comparison will con- 
vince you Daco Roll Labels are ex- 
ceptional. Evenly gummed, properly 
perforated, they are the easiest, clean- 
est tearing roll label on the market. 

Used for folders, guides, envelopes, 
mailing lists, packages and dozens of 
other purposes. They come in eight 
popular shades, white, buff, manila, 
blue, cherry, green, canary and 
orange. 

Priced to sell Daco Roll Labels are 
attractively boxed and packed, 
twelve to a carton. 


Order from your dealer or write today. 
Dept. M 


DACO CARD & INDEX CO. 


301 Congress Street Boston 10, Mass. 


aI 


mu 
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| 
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An Amfile adaptation of the old-time box file. Stands up- 

| right or lays flat. Has dozens of uses on desk or work table 
_ —wherever papers must be filed and found quickly. 
4 Equipped with 16 division letter-size alphabetical index. 
Well made with pull tab at back, strong suit-case catch to 
keep out dirt. Covered with marble paper—orange back. 


No. 890 File comes packed 12 to carton. $17.00 per doz. 
$15.50 per doz. in gross lots 
ORDER TODAY. Send for Amfile 


Catalog showing complete line of filing 
specialties. 


AMBERG FILE & INDEX CO. 
1602 Duane Bivd., Kankakee, Ill. 
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The Close of a Colorful Period 

Behind the announcement made recently that the g 
Mfg., Co., Hartford, Conn. had sold its telephone Pay station 
business lies one of the real romances of American busines 
enterprise during the past fifty years. The company has 
this transaction cleared the 4ecks for full production of ity 
recently perfected electronic dictation instrument, the Audo. 
graph. 

The millions of Americans who have used the telephone 
pay station should know that it was William Gray of Hart. 
ford, founder of the company, who invented this instrument 
and through his efforts and those of his associates sold the 
American public of the gay nineties on its value. 

One night in 1885, William Gray, a foreman at the famed 
Pratt Whitney Co. and enthusiastic amateur baseball player 
rushed out of the house to call a doctor for his dangerously 
ill wife. There was a telephone in a nearby factory building 
but he was refused the use of it. That night he determine 
to build and make available to everybody a system by 
which anyone could telephone without getting the tek. 
phone owner’s permission. One small coin would be 3 
the authority required. 

In 1887 he worked out the plans for a crude model, ani _ 
two years later built the first working model. Charles Soby, 
backer of the Hartford baseball team, put up the mony 
needed to found the Gray Telephone Pay Station Co, 
and Mr. Gray and Amos Whitney, Mr. Gray’s former en. 
ployer, were its first officers. Mr. Whitney, one of the cele. 
brated manufacturers of his time, gave the company its early 
drive. However, William Gray had not waited for the cu. 
tomary business formality of incorporation. Two years b- 
fore he had installed the world’s first telephone pay station 
on the ground floor of the old Hartford Bank. 


The Idea Had to Be Sold 


With production under way the idea had to be sold. Peo- 
ple were skeptical about dropping their nickels in such u- 
familiar places. Amos Whitney and his associates did the 
selling. They called on hotel managers to begin with. When 
they had convinced the manager of the efficiency of their 
service, they signed him to a contract and took that agree- 
ment to the local telephone operating company where it 
was quickly accepted. 

In the early period, the Gray Co. furnished the instrument 
free, the proprietor received 10 per cent of the gross receipts, 
the operating company 65 per cent, and Gray the rest. Later 
this system was abandoned in favor of straight sale to the 
operating companies. But before making this change in the 
last community, Kansas City, certain pay stations there were 
grossing as much as $3,000 a year. 

The pay station had come to stay. A good many other 
manufacturers were convinced of this fact, and by 1% 
twenty-five of them were hiring out pay stations in infringe 
ment of Gray patents. Gray sued and won a complete vit- 
tory in the highest court. From that time until 1932, whe 
certain basic patents were invalidated, Gray dominated the 
field, while the pay station grew to an American institution 

In the thirties, Gray entered the field of general manufat- 
ture. The transition was difficult. Company management 
long accustomed to the luxury of a near-monopoly, faced the 
need for changes in policy and practice; and on November 
17, 1938, the presidency of Gray was assumed by Walter £ 
Ditmars, a hard-driving, imaginative executive who hai 
made a story-book success through forming and operating 
the Carbide Corp. of America. 

He endorsed the stockholders’ decision reached sevetd 
months before, changing the name of the firm from the Gray 
Telephone Pay Station Co. to the Gray Mfg. Co. A month 
after taking the job, he signed contracts to turn out the Au: 
dograph. General manufacture was continued during the 
period of improvement work on the Audograph. It took the 
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this was a business 


we couldn’t sell! 


Alittle pile of ashes, a few charred papers—all 
that remains of a bright future. 


These were the records of a company—accounts 
receivable, tax records, inventory figures, 
and the rest—that thought its old safes 

and metal filing cases were adequate pro- 
tection. Now they are sorry we couldn’t sell 
them a modern Mosler “A” label safe! 


Fire insurance is necessary and practically 
every company carries it—yet 4 out 
of 10 firms never reopen their doors 
after losing their records in fire! 


You must protect your records, 


Steel files won’t save them in a real fire, 
And unless your safe carries an 
Underwriters’ Laboratories, Inc. label, 


you can’t depend on it. 


@ A new Mosler “A” label safe is the finest 
protection you can have. That “A” label shows 
it has passed the Underwriters’ Laboratories, 
Inc. toughest tests—4 hours of trial by fire, plus 


impact and explosion tests. It costs far less than 


you would expect—especially since you get a 


The convenience of a file Mosler “A” Label Safe with bur- | lifetime of protection for your records at this 
with the safety of a safe. glary resistive chest for dual pro- 

Mosler insulated Record tection against fire and burglary. i : ee ° ” 

Containers carry the label There’s a Mosler Safe to meet single premium e 

of the Underwriters’ Lab- every requirement. You can choose 


oratories, Inc. Complete exactly the size and interior 
record protection! arrangement you need. 


a mcg te wi atin 


For the full mene wed mr safety, 
send coupon below for our booklet 
“WHAT YOU SHOULD KNOW ABOUT SAFES” fo “ay Ee i 


The Mosler Safe Co. 
_ oO afe 


pt. 
320 5th Ave., New York 1, N. Y. 
Gendemen: 


Please send free of charge your booklet 
“WHAT YOU SHOULD KNOW ABOUT SAFES.” 


320 Fifth Ave., New York 1, N. Y. 


NAME ‘ . . i . 
— = Branch Boston, Ch , Philadelphia, Pittsburgh, 
ADDRESS Vault Doors at Fort Knox, Ky. Reet on. Washington, D. C. and principal phe 
7 es Factories: Hamilton, O. 
CITY. STATE largest Builders of Safes and Vaults in the World 
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ADVERTISED IN 


...Apsco Premier-2N 
with all-metal nickel- 
plated receptacle 
and automatic feed. 


Ideal for 
office, too. 


Apsco Dexter, 
dal 


Giant, ond other popul 


AUTOMATIC PENCIL SHARPENER CO. 
World’s Largest Producer of Pencil Sharpeners 
ROCKFORD, ILL. * LOS ANGELES * TORONTO 


ONE-TIME CARBON INTERLEAVED FORMS 


Consolidate your various forms for one typing! Use 
of Snapeasy one-time carbon interleaved forms saves 
typists’ time, eliminates error, simplifies by standard- 
izing, insures legibility, and speeds up office routine. 
We willingly adapt Snapeasy forms to your own needs. 
No “minimum order” is necessary. Send us your forms 
for advice and an estimate — today! 


OM-4 


The ARTHUR J. GAVRIN PRESS, Inc. 


50 WEBSTER AVENUE e NEW ROCHELLE, N.Y. é 


Write Dept. 


OFFICE MANAGEMENT 


special needs of a nation at war to complete the job, The 
Army needed a recording instrument that would withstand 
the shock of dive bombing, and the stress of land battle con. 
ditions. In Gray’s Hartford workshops that instrument was 
built. 


Came the peace and the company found it had a natural 
postwar product. Six months of intensive effort followed, ang 
early in 1946 the Gray Audograph was ready for national 
distribution. By the summer of 1947, the demands for the 
Audograph required Gray’s full facilities. Distributorships 
were established in Boston, Los Angeles, Chicago, Atlanta, 
Washington, Pittsburgh, and in other key cities in 25 states 
The Atwell Co. of New England, the Lanier Co. of Atlanta, 
and Vaidaphone Co. of the West Coast, dropped other dic. 
tation instruments to handle the Audograph exclusively, 

The decision was made to sell the pay station business to 
the Automatic Electric Co. of Chicago, though Gray would 
continue to serve telephone users everywhere through the 
perfect adaptability of the Audograph for telephone record. 
ing. The departure held some regret. Gray had enabled 
the pay station to grow from ene clumsy, slow-working 
voice-box on a Hartford street corner to one of the nation’s 
great instruments of public service. It had established an 
American institution. 


One-Day Typing Course at CCNY 

Designed to meet the needs of college students and 
business and professional people who wish to typewrite 
for school or personal use, one-day typing courses are 
being held by the Evening and Extension Division, City 
College School of Business. 

This intensive course in typing for personal use is com- 
pleted in one Saturday session from 9:00 A.M. to 1:00 PM. 
During the one session, students learn the complete key- 
board by the touch system and are given speed practice 
up to 20 or more words in one minute. After receiving 
this foundation offered by the course, they may continue 
to attain greater accuracy and speed through practice at 
home. 

Philip S. Pepe, originator and instructor of “One-Day 
Typing”, has been active in the field of business education 
for over 20 years. In addition to writing the text for the 
course, “Personal Typing in 24 Hours,” he is the author 
of “Gregg Shorthand Review Letters,” and taught typing 
and shorthand in the New York YMCA schools. He is 
now assistant to the director, typewriter utilization depart- 
ment, typewriter division, Remington Typewriter Co., and 
was formerly an assistant editor of the Gregg Publishing Co. 

Students may register by mail for the course which will 
be held March 13, March 20, April 3, or April 10. The fee 
of $5 includes tuition, text, and typing materials. Mail 
registrations should be in the form of money order or 
check made payable to the Board of Higher Education and 
sent to the Evening Session Office, City College School of 
Business, 17 Lexington Avenue, New York 10, N. Y. 


A.S.T.M. to Meet 

The 1948 Annual Meeting of the American Society 
for Testing Materials, the 51st such session of this national 
technical organization, is to be held in Detroit the week 
beginning June 21. During this week there will be some 
20 technical sessions, with a large number of technical 
papers and reports in the field of materials. There will 
be more than 300 meetings of the Society’s technical com- 
mittees, concentrating their work on standards and re- 
search in materials. Throughout the week of the meeting 
the Society’s 8th Exhibit of Testing Apparatus and Related 
Equipment will be in progress. 
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36” LONG 
45" HIGH 
24” WIDE ; 


No. 1179 
For loads up to 800 pounds 
with ample factor of safety. 
Baked enamel olive green 
finish. Trays 6” deep. Top 
tray may be inverted making 
a flat top. 


(fas 


12 GAUGE 
STEEL 


Size 34” high, 28” deep, 42” or 6’ 


in drawer. 
No. C-857-42—42" long 


No, C-857-6—Six ft. long 


Height 34”, Depth 28” on All Benches. 


67. PRAIRIE 
AURORA, ILLINOIS 


Top & Center Trays 
may be inverted 
if desired flat. 


PACKING and WORK 


long. Drawer size 
44"x19"x19". Benches may be used side by side and back 
to back. Complete with all extras as shown. Bottom tray, 
back and side railings, vise reinforcement, drawer, tray 


complete as shown with all extras...... $38 60 
complete as shown with all extras...... $49 90 


DIVISION OF AURORA EQUIPMENT COMPANY ‘\ 
Write for catalog or see your stationer. 
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30 DAY DELIVERY 


Every place of business should have as many of 
these units as will do a complete job of moving 
parts and merchandise from place to place. The 
new Equipto stock handling carts are ample in ca- 
pacity, easy to move, streamlined in design and 
efficient in operation. 

Has heavy steel construction with 12 gauge uprights 
and 16 gauge reinforced trays, strong and rigid. 
Large 5” x 1%" rubber tread wheels, stationary in 
front, swivel in rear, providing easy portability. 
Shipped KD to save on freight. 


PICKING 
_ORDERS 


TABLES 


Both the C-857 and P-857 benches have a 12 gauge 
steel top making probably the heaviest standard 
bench manufactured. These benches will support 
small punch presses, bench grinders, drill presses, 
or lathes with ease if you wish to use them in this 
manner. 

Long life e Easytoclean e Nocracking, splinter- 
ing or gouging e No maintenance cost e No fire 
hazard e Utmost convenience, design, durability. 


$19-%° 


No. P-857-42 


No. P-857 


34” High, 28" Deep, 42” or 6’ Long. 


No. P-857-42— $19- 90 


iS . Serer 
No. P-857-6— r 
ee ere $28 20 
Drawer and Assembly Extra J 
ee ge | errr $5 40 


Height 34”, Depth 28” on All Benches. 
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No. 1509 (illustrated) 


@ Capacity, 5 Ibs. by 
1 ounces. Computes 
tage for ait mail, 
first class mail an 
merchandise up to 
Ibs. Easy to use, simply 
lace rr matter oe 
latform a 
poe A automatically 
indicates the correct 
weight and aman: of 
ostage requi " 
y and durable. 


SPECIFICATIONS 


" ” diameter, glass 
Dial: 624. Red and black 
figures on white, red a 
postage, black for 
weight. 
Platform: 51/2” square. 
Dimensions: 62” x 6¥2 
x 92”. 


post SCALE 
PARCED or 1515 


© Capacity 50 Ibs. by 1 


king: One to a carton. 
Packing cance. Computes postag 


Weight packed 6 Ibs. 


e 
for merchandise - oan 


See your supply house. 


HANSON | 


b, $25 Morth Ada Street, Chicago 22, Illinois — i 


Office Workers 
Love the Original 
Plastic Type 
Cleaner 


OFAN) 

Gegla 
PLASTIC TYPE 

CLEANER 


Because it's the mod- 
ern, efficient, completely 

thorough type cleaner! 

@Easily applied...just a gentle tap 
on the keys and presto...it's clean! 

@Clean...does not stick to hands... 
odorless...will not soil clothing 
(no liquid to splash) 

@Inexpensive to use...longer lasting! 

@Sold by stationers throughout the 
country...used by business firms 
throughout the world! 

@Ask your stationer...or write 


NORTA DISTRIBUTING CO: 


1123 Broadway New York 10, N. Y. 
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New Publications 


COLLECTIve BARGAINING IN THE OFFice. The first comprehen, 

sive analysis of management contracts with unions rep. 

senting office workers as distinguished from sales, editor: 

and professional personnel was announced recently by the 

— Management Association, 330 West 42nd St, Ney 
ork. 


The analysis was based on a survey of 1,029 companies 
which are or have been unionized and the study of 300 exis. 
ing contracts covering more than 250,000 employees in repre. 
sentative industries in 37 states, Canada and Hawaii, 

The study, to be published by AMA under the title “Cy. 
lective Bargaining in the Office,” was undertaken to esta}. 
lish the type of contracts now being written. Clauses in th 
contracts are identified by the name of the union by whic 
they were negotiated and by the industry in which com. 
panies are engaged. 

The Association study points out that contrary to gener 
belief a great majority of white collar workers remain yp. 
organized and.unions “are still encountering resistance fron 
this highly individualistic group.” Of the nation’s 7,950, 
clerical workers only one out of every eight is a union men. 
ber, according to AMA research. 


The report was written by Eileen Ahern of the AMA staf 


REMINGTON RANp Booktets. Checking or reversing the sharp 
and still continuing rise in break-even points is of direct 
concern to every business. Sixteen practical lines of attack 
on break-even points through methods of reducing costs and 
increasing production are outlined in a new, illustrated 
brochure available from Remington Rand, Inc. These are 
specific, tested procedures that are based on case history 
experiences of successful operations. They include sugges- 
tions that can be adopted directly or adapted to fit special 
requirements of manufacturing, purchasing, planning and 
scheduling, and stores departments of large and small com- 
panies alike. They are realistic attacks on rising break-even 
points through effective, down-to-earth methods of avoiding 
production delays and forestalling bottlenecks that raise 
break-even points unnecessarily. 

Copies of this brochure KD 367 can be obtained from any 
office of Remington Rand or by writing to Systems and 
methods Research Department, Remington Rand, Inc., 315 
Fourth Ave., N. Y. 


A New CataLocue—Kurt Versen Co., 4 Slocum Ave., Engle- 
wood, N. J., has issued a new catalogue on its modern lamps 
and fixtures which are finding their way into more and more 
offices because of their functional, streamlined, perfect light- 
ing features. 


The new publication is available on request. 


Tue Voice or Mopern Business, a new booklet published by 
the Automatic Electric Co., Chicago, is available. It de- 
scribes the usefulness of the P.A.X. Automatic interior tele- 
phone system, which features code call, conference wire, 
emergency alarm, executive priority, watchmen checking 
and automatic interior telephone. 


Fiinc Tips, a mimeographed booklet is available from Bery! 
Batten, Box 114, Chicago 90. Miss Batten has drawn on her 
experience as file supervisor of the Metallizing Co. of Amet- 
ica, to write a very valuable booklet. Priced at 50 cents é 
copy, it contains 23 pages of valuable material. 


Mopern MANAGEMENT PRACTICES AND ProsLEMS—The America 
Management Association has published a review of current 
policies, practices, and problems in seven fields of business 
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at a very low 
Price, Staples, Pins ang 
tacks. Carries Ace's 
iron-clad S’arantee. 


ACE CLIPPER 


', easy action 
ond built to last lifetime. 
£e’s most Pop- 
vlay Models, Guaranteed. 


Ace Staplers are designeg and built 
the hj est Standards ° isi 
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A New Invention... Safe... Different 


LEWIS Automatic 
SAFETY CUTTER 


Spring raises the guard 
when blade is pressed 
against material to be 


Hand Pressure on the 
cutter controls pene- 


Extra heavy steel cut- 
ting blades furnished 
with each cutter, inside 
the handle. 


Here is a new patented knife that cuts 


swiftly, surely, safely . . . yet protects the 

user from injury. Always safe because the $1 50 
blade is guarded — always ready to use x 
because there's nothing to adjust. 


FLASH BOX OPENER CO., Inc. 
52 W. Houston St. * New York 12, N. Y. 


and industrial management: production, distribution, finance 
and economic planning, labor relations and personnel ad. 
ministration, office management and administration, ingyy. 
ance, and packaging and merchandising. This 25,000 word 
analysis was written by retiring vice-presidents of the asso. 
ciation in charge of AMA divisions devoted to each of the 
fields covered. 

The volume includes “Changing Aspects of the Personne] 
Function in Management” by Guy B. Arthur, Jr., former 
vice-president of the American Thread Co., and now a per. 
sonnel consultant; “Production Problems and Policies” by 
L. Clayton Hill, former works manager, Eagle Pencil Co, 
“Office Management and Personnel Trends” by I. O. Royse, 
office manager, Ralston Purina Co., St. Louis; and “New 
Aspects of Distribution” by A. A. Stambaugh, vice-president, 
Standard Oil of Ohio, Cleveland. 

Other chapters are “Financial Policy in Relation to Chang. 
ing Economic and Social Conditions” by Jules I. Bogen, edi- 
tor, Journal of Commerce, New York, and professor of 
finance, New York University; “Changes Influencing Insur- 
ance Buying” by I. M. Carpenter, manager, insurance depart- 
ment, Ebasco Services, Inc., New York; and “Package Devel. 
opment and Merchandising” by E. A. Throckmorton, presi- 
dent, Container Laboratories, Inc., Chicago. 

The pamphlet is No. 139 of AMA’s General Management 
Series. It may be purchased from the Association at 330 
West 42nd St., New York, at $1.00 a copy. 


Minimizing Absenteeism 

The Atlantic Ultraviolet Co., 50 Church St., New York, 
distributors of Westinghouse Steri!amps, remind office execu- 
tives that Sterilamps minimize the danger of cross-infection 
from colds, grippe, flu, and other respiratory diseases, and 
reduce absenteeism. The lamps kill all types of germs and 
viruses, says the company. 
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ARMA GEM CLips = OFFICES ARMA N NO-SLIP CLIPS 
ARMA SNAGPROOF 
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ARMA TAG WIRE 


ALL STANDARD GAUGES AND LENGTHS. EACH LENGTH 
PERFECTLY STRAIGHT WITH SMOOTH, EVENLY-CUT ENDS. 
1000 WIRES TO BUNDLE. GUARANTEED COUNT. ALSO 
CUT TO SPECIAL LENGTHS. HIGHEST QUALITY WIRE. 


Consult your jobber—or write to us. 


PITTSBURGH CUT WIRE CO. 


1112-20 Galveston Ave. Pittsburgh (12) Pa. 


A test will prove ...Heyer Inks improve the 
work of any stencil duplicator... give finest 

reproductions on both automatic or hand 
inked duplicators. Black and 7 colors. 
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=\HERE’S WHY MORE AND MORE OFFICES 
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Moist hands won’t smear . . .  — FS 
rain won’t spot . . . accidental wetting 
won’t wash out a VERITHIN line. Your records 
are as permanent as the paper! 


Thousands of tiny fibres 
interwoven through its lead make 


. 
eve | Viaminn so resilient it takes Mm EAGLE Z 
or hand a fine point in any sharpener , 
"colors. every time. . . and holds it 


under heavy pressure. (SUPER BONDED) 
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__ EAGLE PENCIL COMPANY, 703 E. 13th St., New York 9, N.Y. 
Eagle Pencil Company of Canada, Ltd., Toronte *® 


TRY IT YOURSELF. Write for a free sample 
on your business letterhead, naming 
your dealer and the color you desire. 
This page is adapted from a 
full-color advertisement in THE SATURDAY 
EVENING Post and Cor.iER’s. 


, 1948 | March, 1948 


OFFICE MANAGEMENT AND EQUIPMENT 7 


= - - ) ee 


CP TO ee ae ee al 
i + > . - ‘ ae — aaa | \ > i= Boe —— ae 
nance 7 
| ad. bs 
insur- 
3 
é 
a ? snap! a * | Tt A k : S Q 
won P> & ya “bY | ma f' 4 | 
Xx = | wit | is 
A x ; — we x . 
Lica g ~X) g ss e Barr : W AL) TAR : i 
F Y of Wy f 
/ : ry fy ‘ Me } uf ' 
{ A : ) l! a i AR 2 
2. Re 
oe . : i , “7 o 
- ; LA 1, 4 Z 1 
of | 
PLIES ; 
1ON 
hn ae | 


Salton presents... 


Fallen 
DATERS *« NUMBERERS 


Service 


DATERS ¢ NUMBERERS 


Your dater business should be our business! Do 
you realize how well made and how complete 
is our line of Daters, Numbers, Stamp Pads and 
Office Printing Outfits . . . a traditional favorite 
in the industry! 


Write for Catalogue 


Fulton SPECIALTY CO. 


FACTORY AND SHOWROOM 
82 Fulton Street Elizabeth I, N. J. 


A TOR 


Bid, on the pick-up 
Boss on the job 


Corel to prevent 


paper abrasion 


THE Giza DEMANDS AN ERASER THAT'S 


only the genuine ~ 
bears the trademark 
AYRAGIURA : 
ARTGUM is the registered trademark of 
THE ROSENTHAL CO., New York City U.S.A. 


TSA in February 

Space Utilization in a Typical Centralized Stenographi- 
Department was the subject of E Grover Into’s talk at th. 
February meeting of the Transcription Supervisors’ Assogja. 
tion of New York, held in the George Washington Hotel on 
February 9th. Mr. Into, who is associated with the Kenneth 
H. Ripnen Co., New York architects and management coun- 
selors in space administration, was very helpful in his sug- 
gestions. 


Returns to TelAutograph 
John J. Laughlin has returned to the TelAutograph 

Corp., 16 West 61st St., New York, in the capacity of 
branch manager of its Boston office at 41 Tremont St, 

For the past five years, Mr. Laughlin represented the 
Holtzer-Cabot division of the First Industrial Corp, jn 
Boston and Detroit. Prior to that he spent 17 years with 
TelAutograph in various service and sales posts. 


Educational Directors in Industry to Meet 
The Fourth Annual National Conference of Edy. 
cational Directors in Industry will be held at the Jefferson 
Hotel, St. Louis, on March 4th, 5th, and 6th. Most of the 
subjects to be discussed concern the over-all training which 
benefits clerical employees. Special attention will be given 
office training in Workshop No. 8, which will be held on 
Thursday and Friday of the conference. . 
On Thursday, R. C. McConnell, manager of Industrial Re- 
lations, Jack & Heintz Precision Industries, Cleveland, Ohio, 
will lead the Office Training Workshop. On Friday, Kenneth 
E. DeMott, chief, training section branch office, No. 9, 
Veterans Administration, St. Louis, Mo., will be the leader. 
Among the speakers scheduled are Fred Smith, director 
of employee relations General Shoe Corp., Nashville, Tenn; 
Colyer Snyder, Business Consultant of Kingston, N. Y.; and 
Dr. Lynn A. Emerson, Cornell University, professor of indus- - 
trial and labor relations. 
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_ ANNOUNCING -the Finest 


ARCO puserr bans 


Since Pearl Harbor * 


© 


More Stretch — Greater Toughness 
—Longer Life. Use them over and 
over again. All standard sizes— 

A Rubber Band for every appli- 
cation. Special types made to 

fit every need. Available in 
natural and other colors. 


Write for generous sam- 
ples and prices of our 
finest product in 
years, The New 
ARCO Station- 

ery Bands. 


OVER 300 
DIFFERENT SIZES 
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SAFETY 
WIRE CLASP 
SAVES PAPER, 


TAPE, TIME 


Postal 
Shipments 


No Wrapping — No Tying, 
65 sizes — 1,000,000 boxes in 
stock for immediate delivery. 
—Send for Catalogue. 


GQIOFE ox COMPANY 


NEW YORK OFFICE 
175 FIFTH AVE. 


MAIN OFFICE 
ATTLEBORO FALLS, MASS. 


FACTORIES: ATTLEBORO FALLS AND TAUNTON, MASS. 
‘MNUFACTURERS OF A COMPLETE LINE OF SET-UP BOXES 


NONE OTHER LIKE IT! 


J Sliding Panel 
4 Bulletin Board 


e This fast moving Bulletin 
a iA Board insures increased profit. 
The posting panel slides out from behind a 
glass front to give full, easy access to the cork 
tacking surface. No door frames to obstruct 
the view. Used in offices, homes, and schools. 
Strong wood frame, natural finish and fur- 
nished in three sizes. Circulars are available 
for your use. 


Write for Catalog £248 


BECKLEY-CARDY COMPANY 


1632 INDIANA AVE. CHICAGO 16, ILLINOIS 


March, 1948 


New ‘’Push-Button” Copymaking 
Gets More Work Done... 


Fluid Type Duplicator 


Here is truly modern copymaking! With the new REX-O-graph 
Motor Driven Model ‘‘E’’ you just drop your Master into the 
Quick-Change Guide, set the counter, move a lever—and brilliant 
copies whiz out without further attention. It’s simple, fast, 
efficient, economical. 

) You’ll enjoy all these automatic operations: Auto- 
matic starting, running, stopping, Master insertion 
and ejection, as well as automatic paper centering, 
roller moistening, feeding and copy stacking. They'll 
save time and money for you in duplicating and 
systems work. 

Prove this new Motor Driven REX-O-graph in YOUR 
office. Ask your REX-O-graph dealer about it—or 
write for details. 


REX-O- , Inc. 


3739 NORTH PALMER STREET | © — MILWAUKEE 12, WISCONSIN 
FLUID DUPLICATORS AND SUPPLIES GIVE SUPERIOR RESULTS 


Mistakes in typing, 
ink or pencil vanish 
cleanly under 
KLENZO’S sharp point. 
BUY IT FROM 


: - Sifaisde/] YOUR STATIONER 
rb KL E | zo Blaisdell Penci co. 


- PAPER WRAPPED PHILADELPHIA, PA. 


ERASER 


No. 533-T 


*Reg. U. S. Pat. Off. 
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Many Styles — Wood or Steel 


Also non-folding chairs, tablet arm- 
chairs and folding tables. 


PROMPT 
SHIPMENT 
r2\ FROM 
STOCK 


Write for Prices of 
These and 
Other Chairs 


Please Specify Your 


A-65 Present Requirements 


It’s ADIRONDACK for a complete line of fine seat- 
ing equipment. Inquire now! 


ADIRONDACK CHAIR CO. Ree Yant? N'Y: 


EB 


WANT-AD OPPORTUNITIE 


Rates are 10c a word. Minimum charge $2.00, Payabl. 
in advance. Address replies to all Box Number ads ,, 
OFFICE MANAGEMENT & EQUIPMENT, 260 Fifth Pe 


ee 
EMPLOYMENT SERVICE—MALE 
SALARIED POSITIONS. $3,500-$35,000. If you are considering gw 
connection, communicate with the undersigned. We oller the op, 
personal employment service (38 years recognized standing ang rep, . 
tion). The procedure, of highest ethical standards. is individualized ; 
your personal requirements and develops overtures without initigt 
on your part. Your identity is covered and present position Protects 
Write for particulars. R. W. Bixby, Inec., 292 Dun Bld¢z., Buffalo 2Ny 
DIRECTOR OF PERSONNEL RELATIONS AND TRAINING. Age} 
Married, College Graduate. Experienced with sound methods. , 
strengthening Employee Relations, Executive and Foreman Trainin, 
Labor Relations, Employee rating, suggestive systems. Asking $750) 
M-208. | 
ASSISTANT TG PRESIDENT—Recently Public Relations, Advertm 
and Promotion for large New York City bank. Age 41. Graduate 9: 
Harvard College and Harvard Business School. Married, two childrer 
Salary $12-315.000. M-205. 
PERSONNEL INDUSTRIAL RELATIONS MANAGER with thorouz} 
all-round experience in Personnel and Labor Relations. A  epeatiy 
thinker who works equally well with Labor and Management. Age % 
Married, 2 children. $7,000. M-215. 
CONTROLLER, INTERNAL AUDITOR: A _ seasoned 
broad experience. Wharton School graduate. Age 41. 
or North Jersey. $7000. M-217. 
EXECUTIVE ASSISTANT, OFFICE MANAGER. Age 35. College gai 
4 years Accounting, 4 years Army Administration. Willing to assun- 
heavy responsibility. An expert steno. Married. $4500. M-218, 
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New York Ciy 
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END ALL WRAPS PROBLEMS 
_ | Office VALET Wardrobe Racks 


and Costumers end “wraps” 
problems, keep clothing “in 
press," aired on spaced hang- 
ers; provide ventilated spaces 
for hats, overshoes and um- 
brellas. Save floor space, ac- 
commodate 3 persons per square foot. Fit 
in anywhere. Lifetime welded construc- 
tion. Modern lines and colors. 6-place 
non-tipping costumers—I2 and 24-place 
4-foot racks. Endorsed by top office 
planners —in industry—institutions—muni- 
cipal buildings—schools—professional use. 


WRITE FOR 
BULLETIN 


No, A4 
VOGEL-PETERSON CO. 
624 So. Michigan Ave. Chicago 5, U. S. A. 
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ASST. EXPORT MANAGER. Young, married, personable. Now ¢& 
ployed large Export firm but wishes to join smaller progressive ep 
pany. Thoroughly experienced export credit and sales. Presently study 
ing at Nat'l Institute of Credit. Salary 33300. M-222., 
EXECUTIVE ASST. 15 years’ background in industry. Set up and 
ministered branch office. Able to organize work and pursue in effectiy: 
manner; capable of handling or supervising work requiring great atte 
tion to details. College. Age 35. Married. Salary $4800. M-227, 
CONTROLLER—ADMINISTRATIVE ACCOUNTANT. 15 years’ expen 
ence as Controller, Chief Cost Acct. and practicing CPA. Seeks fy) 
charge with full responsibility and authority for policy—to superyie 
personnel—office and records—for all matters pertaining to costs 
financing and accounting. Age 36. Married, 2 children. $8500, M.2% 
ASSISTANT PURCHASING AGENT with 7% years’ experience Domes 
tie and Export with large manufacturing corporations. Former Maje 
in Army Air Forces. Age 32. Free to locate anywhere. $5200. M-239 


CONTROLLER. 17 years’ public accounting and controllership exper 
ence. Installed systems, conducted surveys and investigations. Familia 
with industrial costs, Federal and State taxes. Has written reports for 
Stockholders, Directors and SEC. Graduate of Pace Institute, CPA 
Age 38. Salary $7000. M-241. 

GENERAL MANAGER AND TREASURER. 15 years’ experiene 
Thorough background and management involving finance, production 
planning, coordination of activities. Presently Treas. of Parent Co 
and Mfg. Subsidiaries doing sales volume $1,750,000. Experienced 
Contract negotiations AFL-CIO. Salary $6000. M-246 
CONTRGLLER, TREASURER, CREDIT MANAGER. Sixteen 
heavy financial experience. Thorouch knowled 
eign trade. Agreeable to travel U. S. or fore countries. B.B.S. dé 
gree. Married. no children. Age 35. Salary 500 domestic. M-248 

EMPLOYMENT SERVICE—FEMALE 

ADMINISTRATIVE ASST. 10 years’ assistant to top executives. Ability 
to organize, train personnel. 8 years’ executive engineering work i 
connection with safety and health standards. College grad, Tall 
friendly personality, executive type. $4500. F-253. 


years 
ge of domestic and for 


PURCHASING AGENT. Thoroughly conversant with running procure 
ment division. Proven ability to cooperate with sales, advertising a 
promotion departments in connection with all merchandising problems 
9% years’ heavy industrial experience, including electronics. 2 yeas 
packaging in cosmetic field. Age 32. $5000. F-254. 
INDUSTRIAL RELATIONS ASST. Bryn Mawr graduate, plus special 
studies in statistics and labor. Assisted econcmist writing weekly new 
letter on labor relations. Did research on contracts, clauses and legis 
laticn. Intimate knowledge of Taft-Hartley, Portal-to-Portal, Wage ai 
Hours. F-259. 
OFFICE MFG. or EXEC. SECRETARY. In complete charge of eng 
neering office for 15 years; supervised staff. Mature, executive tyr 
qualified as executive secretary or general office manager, Norma 
school graduate plus engineering courses. Refined. $75. F-263. 
HELP WANTED—MALE 
SYSTEMS AND PROCEDURES—Standards & Budgetary Control am 
Methods Engrs. for Baltimore manufacturer. Age 25-35. College desré 
or equivalent in Business Admin.—Indust. or Mechanical Eng. or Cost 
Accounting. Jrs. or Srs. Minimum of 3 years exp. required, 40 hot 
week. Housing available. Career jobs for those qualified. Salary— 
depending upon experience and ability. W-283. 
WANTED: TEN RECENT ACCOUNTING GRADUATES with major ® 
Accounting: (5) for general accounting; (5) for traveling auditing for 
large New York textile firm. Send resume. W-281 


] 


——— 
SALESMEN: Young college graduates preferred with minimum of } 
years’ proven sales exp. for Office Equip. Sales in New York City ant 
vicinity. Must be extremely personable and be well recommended 
Send resume. About $3600. W-285. 
FOR SALE OR TO BUY 
WHAT DO YOU NEED in Office Machines? Or want to sell? We — 
in all kinds of business machines. Highest satisfaction guarant 
We pay the best prices for used equipment. OM-21. 
WANTED: Typewriters, Adding Machines, Calculators. TYPEWRITES 
PARTS COMPANY. 407 East Travis St.. San Antonio, Texas. 
PATENT ATTORNEY 
PATENT ATTORNEY secures patents, trade marks, copyright: call of 
send me your sketch or model. Confidential advice, literature. 
POLACHEK, 1234 Broadway, New York City. 
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STENOGRAPHERS 


Clarotype cleans typewriter type in- 
stantly, thoroughly, economically. No 
brushing — no spattering — non-inflam- 
mable. Order a 50c bottle from your 
stationer or typewriter supply dealer. 


THE CLAROTYPE CO., Inc. 


261-CM Brodway New York 7, N.Y. 


(" 
CLAR- O-TYPE 


THE BEST KNOWN TYPE CLEANER 
KNOWN AS THE BEST ; 


LONG WEAR 
FOR GOOD LOOKS 


Masos All Steel 
"BARGAIN" 
WASTEBASKET 


You have your choice of three 
neat, decorative, attractive lit- 
hographed finishes; grained 
walnut, office green or gray. 
Top diam. 14”, bottom 10”, 
height 14”. Fire resistant; real 
sturdy construction, economic- 
ally priced. 


Order From Your Stationer Today 


MASO STEEL PRODUCTS 


500-32 South Throop St. Chicago 7, Illinois 


FOR top qual- 


stands always 
specify Maso. 


Visible Reeord 
200 Cards $1.60 


euuatite 
Quick « Convenient 
Save Time 


Handifax Cards join together. File sheets of 
cards on edge in correspondence folders. Use 
: half inch visible margin for Indexing, Tabulation 
= — and Color Signals. 


eae re —i \ Ten years national use. 
, ) Order today, money back guarantee. 
Sheets of Cards 


Ask for catalog 
x 
Handifax 


ROSS-GOULD CO. 
311 N. Tenth St. (1) ST. LOUIS 
Available for immediate delivery! | 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 
and other visible systems. 


Addressographs, Multigraphs, Mimeographs, Dictating 
machines, Steel Files, Lockers, and Shelving. 


All completely rebuilt and guaranteed by 
“The House That Confidence Built” 
Universal Office Equipment Co., Inc. 
7-9 Waverly Pl., New York 3, N. Y., GRamercy 3-3741 


March, 1948 


| 


VISIBLE EQUIPMENT SPECIALISTS 


We can supply excellent, reconditioned visible equipment. 
Also supplies for all makes. 


ACME * GLOBE-WERNICKE * Y&E * 
KARDEX * RAND * INTERNATIONAL 


Also all types of vertical filing equipment. including fire- 
“proof files, safes, Ledger trays, etc., new and used. 


All equipment fully guaranteed. 
Special prices to dealers. 


Heineman Office Equipment Co. 


4 N. 8th Street St. Louis 1, Mo. 
Phone: Central 6282 


For age With a Visibility 


Tuncay OY 


“CLEAR AS GLASS” 


The ideal corners for mounting 
photos, stamps, clippings, etc.. in 
albums or wherever desired. will 
not injure gummed backs of stamps. 
Used for years with perfect satisfac- 
tion. Photos o- prints may be re- 
moved at will. Made with black 
or white background. 


Order from your dealer or write 


Engel Art Corners Mfg. Co. 4709-10 N. Clark St., 


Chicago 40, Illinois 


Plastic 
Desk Tray 


Modern ® New ® Plastic 
Movable ® Swings 
® Swivels © 
At your local stationer and 
office furniture dealer or 
write us directly. 


Set is composed of 
two trays, post 
and bracket. 


300 East 145 Street 


New York 51, 


COCKLE FINISH 
25% RAG — SUBSTANCE 9 


1 Rm.—500 Sheets to box. 
Min. order — Single Carton containing 24 Rms. 


WRITE FOR 

SAMPLES & PRICES ON 
Second Sheets 

Blotting ® Envelopes 
Card Board 


F.O.B.—PHILADELPHIA 
82 x 13 AND LARGER SIZES AVAIL- 
Adding Machine Rolls ABLE — PRICE IN PROPORTION. 
Bond ® Mimeo, etc. SAMPLES AND PRICES UPON REQUEST. 


COMMERCIAL PAPER COMPANY 
PRINTING AND INOUSTRIAL PAPER SINCE 1919 
CHERRY STREET ® PHILADELPHIA 6, 


523-27 PENNA 


OFFICE MANAGEMENT AND EQUIPMENT 101 


N. Y. 


8’2x11—SINGLE CARTON LOTS....$1.10 Rm. 
10 CARTON LOTS............ 1.05 Rm. 
20 CARTON LOTS............ 1.00 Rm. 
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o>Bassick 


EQUIPMENT 


Adds Smooth Action... Noise Control 


NoMar 
Furniture Rests 


... And Floor Protection 
To Your Office Furniture 


Diamond-Arrow Casters 


ie 


When you specify “BASSICK” casters, cushion glides 


and cup rests for your new office equipment. . 
placements on older equipment. . 


. or for re- 
. you can count on 


unsurpassed performance in service. Equipment rolls 


smoothly. . 


. quietly. Floors and floor coverings are fully 


protected against gouging, grooving and abnormal wear. 


Order from your supplier . . 


. or write for catalog to 


THE BASSICK COMPANY, Bridgeport 2, Connecticut. 
Division of Stewart-Warner Corporation. Canadian Divi- 
sion: Stewart-Warner-Alemite Corporation, Ltd., 
Belleville, Ontario. 


“ Diamond-Arrow” Casters 
Are always sure to please. 
That's because they never fail 
To make chairs roll with ease. 


INDEX TO ADVERTISERS 


A 
Acco Products, Inc......... 77 
Accurate Parts Mfg. Co... 86 
Ace Fastener Co. ........ 95 
Adirondack Chair Co.....100 
Alliance Rubber Co........ 98 
All-Steel Equipment, Inc... 5 
Amberg File & Index Co... 90 
American Hair & Felt Co... 68 
Art Steel Sales Corp. ...... 101 
Rastocemy, TC. ...6cssvcess 86 
a pea Pencil Sharpener 

Di chseneeteowesaes ecu 

Avrick Paper Co........ 61, 62 

B 
es 102 
Beckley-Cardy Co. ....... 99 
Blaisdell Pencil Co......... 99 
Browne-Morse Co. ....... 87 

Cc 
Cardinal Sales, Inc......... 84 
Clarotype Co., The........ 101 
Collo Mig. Corp.........0. 10 
Cole Steel Equipment = 
Corry-Jamestown Mfg. 

RL: bcc ctatesaieaeansan 69 
C-Thru Ruler Co.......... 83 
D 

Daco Card & Index Co., 
Ecc iawtsle sae wuweke 
Dazor Mfg. Corp. ......... 14 
E 
Eagle Pencil Co., Inc....... 97 
Eastman Kodak Co........ 57 


Elbe File & Binder Co., Inc. 88 
Engel Art Corners Mfg. 


PE kicicaeas dco acee suns 101 
Bauipte ....... icbaeeeeanas 93 
Eureka Specialty Printing 

GN ss crses des cdeserneed 80 

F 


Faber Pencil Co., Eberhard 16 
Filing Equipment Bureau.. 84 
Flash Box Opener Co., Inc. 96 
Fulton Specialty Co........ 98 


G 


Gavrin Press, Inc., Arthur 
J. 


General Fireproofing Co.. 


General Pencil Co......... - 

Globe-Wernicke Co........ 59 

Gray Mfg. Co., The........ 3 
H 

Hanson Scale Co........... 94 


Heineman Office Equip- 
ment Co 


I 
Indiana Desk Co. ...3rd cover 
Industrial Tape Corp....... 11 


Invincible Metal Furniture 
Ws wea eaaeten bee dee se 79 


M 
Maso Steel Products.....,, 10 
Mason Box Co., The......, 99 


Moore Business Forms, Inc, 


nd cover 
Mosler Safe Co............ 9 
N 
National Cash Register Co, 
EE ss 3 
National Office Management 
PE svn.cnasincsnosee 4 
National Pencil Co........, 0 


Nobema Products Corp.... 88 
Norta Distributing Co....., 94 


Oo 
Office Management and 
Equipment ... ... 6, 60, 82 
P 
Pittsburgh Cut Wire Co.... % 
R 
Rapid Roller Co. .......... 89 
Remington Rand, Inc.....4, 8 
Rex-O-Graph ............ 99 
Roberts Rubber Co., Wel- 
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Rosenthal Co., The........ %8 
Ross-Gould Co. :.......... 101 
Ss 
Security Steel Equipment 
| Ee any er 18 
PN GA en censanenncs staan 64 
Sengbusch Self-Closing 
IE cicinvededcouaces $Y 
Sheaffer Pen Co., W. A..... 73 
Sheppard Co., C. E........ 5 
Speed-O-Print Corp. ..... 63 


Sturgis Posture Chair Co... 67 
Swan Pencil Co., The...... 76 


T 
Taylor Chair Co., The.... 72 


U 
Underwood Corp. ..4th cover 


Universal Office Equipment 
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Vv 
Vogel-Peterson Co. ......- 100 
Ww 
Webster Co., F. S.........+ 75 
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Want to experience something excitingly 
new in typewriter performance? 


Something that gives you new speed, new 
accuracy in typing? Something that lends 
new comfort to busy typing fingers ? 


Then try the new Underwood . . . with 


Rhythm Touch! 


Your fingers will glide over the keyboard 
. . every key responds instantly . . . when 
you swing into smooth typing rhythm on 
Underwood's new, perfectly-balanced key- 


board. 
This is the touch you have been looking 
for. Because .. . in addition to a new smooth 


shift, personalized touch tuning, the famous 
Underwood front margin siops, and all the 
other popular Underwood advantages ... 
you'll enjoy new typing freedom with Rhythm 
Touch. 


Insist on the best . .. ask your boss to 
order a new Underwood. 


Underwood Corporation 


Typewriters... Adding Machines . . . Account- 
ing Machines... Carbon Paper... Ribbons 
and other Supplies 
One Park Avenue New York 16, N. Y. 
Underwood Limited, 135 Victoria Street; 
Toronto 1, Canada 
Sales and Service Everywhere 
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